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ARCHIVES MANAGEMENT 





“Paperwork: A Twentieth Century Dilemma” July 

By Bruce C. Harding, CRM 1967 
The modern archivist includes records management among 
his overall program responsibilities. The role of the archivist 
and the ways in which he utilizes today’s records manage- 
ment techniques are reviewed here by a university archivist. 


“The Relationship between Archives and Records 
Management: An Archivist’s Viewpoint” 

By Richard H. Lytle 
In this review of an often discussed topic, another university 
archivist offers some interesting viewpoints on the common 
and conflicting interests of records managers and archivists. 


“The Librarian, the Historian and April 

Business Archives” 1968 
By Robert W. Lovett 

This discussion by a prominent librarian and historian covers 

the state of business archives and suggests solutions to some 

of the problems inherent in their accumulation. 


April 
1968 


“Source Documents— Yesterday; July 
Text Books Tomorrow” 1968 
By Patricia Ann Nicol 

In this paper, a medical librarian takes us on a fascinating 
journey through the ages, exploring the wonders of medical 
developments and documentation. The first of a two-part 
series, the journey takes us from the Stone Age to the Eigh- 
teenth Century. 


“Source Documents— Yesterday; October 

Text Books Tomorrow—Part IT” 1968 
By Patricia Ann Nicol 

Mrs. Nicol concludes her voyage in this installment, taking 

the traveler from the Eighteenth Century to the present. 

“Archival Facilities in Universities in Canada” January 
By John Archer Hall 1969 


In this detailed study on archival facilities in Canadian uni- 
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versities, particular attention is given to the archival signifi- 
cance of business records. Administrative problems are con- 
sidered, and recommendations are made for more effective 
collection and care of such documents. 


“Records, Archives and Administration” January 
By William Gray, CRM and 1969 
John Andreassen, CRM 
This exploratory survey of records and archives administra- 
tion in the Canadian business community provides an inter- 
esting overview of the administrative practices employed in 
that important area. 


“The Archives of Industria! Society at the April 
University of Pittsburgh” 1969 
By Frank A. Zabrosky 


In a previous issue of the Records Management Quarterly, the 
treatment of business archives in universities in Canada was 
considered. In this article, a study is presented of the manner 
in which American educational institutions are approaching 
the preservation of business records. 


“Selling Management on Business Archives” July 

By Helen L. Davidson 1969 
The establishment of a company archives, its management 
and use, are discussed in detail in this paper by a practicing 
company archivist. Also presented is a valuable guide to the 
types of records which should be considered in a company 
collection. 


“Archivists Escalate Business War on Paper” July 

By Susan Riley 1969 
This informative article on Canadian archivist activities is 
reprinted with permission from The Gazette (Montreal) 
March 1, 1969. 


“The Conservation of Writings on Paper January 
in Canada” 1970 
By John C. L. Andreassen, CRM 

An earlier version of this paper was read by a formal commit- 
tee of McGill University (Montreal, Canada) librarians, mu- 
seologists and archivists charged with developing a plan for 
the conservation of McGill’s holdings of reference and re- 
search materials. Records administration materials were also 
involved. The paper subsequently appeared in the Canadian 
Archivist. Because of its importance, permission was obtained 
to present it in this magazine. 


“Business Archives in the Corporate Function” April 
By Wilbur George Kurtz, Jr. 1970 
This in-depth evaluation of the position of company archives 
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in the past, present and future activities of American busi- 
ness is provided by a highly qualified corporate archivist and 
historian. Particular attention is given to the problems of 
operation and maintenance. 


“Business Use of Business History” October 

By Maynard Brichford 1970 
In this discussion, an academician presents his concepts of 
business history and stresses the need for more emphasis on 
scholarly research. His analysis of business attitudes toward 
archival programs is both direct and meanirgful 


“Trade Cards—Records of the Advertising 
Department” 
By Helen M. Baker Cushman 


This leading specialist in business archives takes us through 
an exciting exploration of an era when the trade card, rather 
than TV told us what products to buy. She also provides 
valuable suggestions for the proper preservation of such ma- 
terials. 


October 
1970 


“Restoration and Preservation of Books 
and Documents” 

By E. A. Thompson 
In this paper, a noted bookbinder discusses the various ele- 
ments that affect the physical condition of books and docu- 


ments and offers some valuable guidelines for their restora- 
tion and preservation. 


January 
1971 


“The Conservation of Writing on Paper— January 


A Summary of the Literature” 1971 
By Stella Brenegan 

This term paper submitted at McGill University by Miss 

Brenegan presents the more pertinent facts from the widely 


dispersed writings on the subject. It warrants serious atten- 
tion and calls for wide dissemination to those not directly 
involved in the scientific and technological problems. 


“The Archivist and the Records Manager: 
A Records Manager’s Viewpoint” 
By Gerald F. Brown, CRM 


A subject of continuing interest to records management prac- 
titioners is examined here by a records manager. He also pre- 
sents some practical suggestions for a better working rela- 
tionship between the archivist and the records manager. 


“The Municipal Archives—Where the October 

Archivist Meets the Records Manager” 1971 
By Stanley B. Gordon, CRM 

This discussion by a city records administrator addresses the 

role of archivist and records manager in the management of 

municipal records. Of particular value are his descriptions of 

those types of records that constitute municipal archives. 


January 
1971 


“Processing Fashion Information” January 
By Helen M. Baker Cushman 1972 


Business archives provide interesting examples of the rela- 
tionship between manuscript collection, records centers and 
libraries. The evaluation, organization and management of 
the archival material maintained by a company active in the 
marketing of dress patterns, sewing courses and related three- 
dimensional objects are covered in this discussion. 


“Archives for the Amateur” January 

By Anthony P. Farr 1972 
Anyone with the vision to realize the value of unique docu- 
ments can do something to preserve them at very little cost. 
This article sets forth the steps you can take to join that 
group of amateurs “with their hands on the past and their 
eyes on the future” who are preserving a glimpse of that past 


“The Public Archives of Canada” 
By Wilfred I. Smith 
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1973 





This is an interesting digest of the history of the Public Ar- 
chives of Canada. The growth of the Public Archives is fol- 
lowed from its beginnings in 1872, with a staff of one and a 
budget of four thousand dollars, to its centennial year, when 
its staff numbered 500 and its budget passed six million dol- 
lars. 


“Starting a Company Archives” 

By Marian M. Orgain 1974 
Starting with a “statement of mission,” this experienced li- 
brarian provides a clear analysis of the process of setting up 
an archival department. Questions of who should have access 
to the archival materials and when are also discussed, and 
suggested reference source provided. 


January 


“Records Management: The Archival 
Perspective” 
By Allan D. Ridge, CRM 


One who serves as both an archivist and a records manager 
can best analyze the relationship between these two disci- 
plines. The author, a director of archives and management 
services, provides some highly provocative viewpoints on the 
role both play in the overall historical and administrative 
requirements of any organization. 


January 
1975 


“Establishing a Municipal Archives in 
Riverside” 
By Ronald Tobey 

The advancement of any profession is based upon its develop- 
ment of a strong educational involvement. Joint efforts be- 
tween institutions of higher learning and organizations in 
government and industry can result in studies of mutual 
benefit. Such a project was undertaken in Riverside, Califor- 
nia and it offers some tangible suggestions for other cities. 


January 
1975 


“New Concepts in Archival Management” 
By Andre Bissonette, Andre Freniere and 
and Murielle Doyle-Freniere 


Archivists have always had their minds set on better condi- 
tions and methods for the conservation of documents. How- 
ever, when they are trying to retrieve important historical 
documents, a paper explosion was brought about by the new 
administrative concepts. This phenomenon was conducive to 
the development of records management. During the past few 
years, the archivist and records manager have worked each 
on their own account without establishing a common base for 
their respective line of work. That concept is disappearing. 
This bilingual article raises new questions. Is Archivistic 
changing? Are the archivists unconsciously going through 
these changes? (French-English) 


“The Archives of The Coca-Cola Company” July 
By Linda M. Matthews 1975 


This article considers the factors which contribute to the suc- 
cessful development of a company archives. The author, 
through interviews with the archivist of The Coca-Cola Com- 
pany, Wilbur George Kurtz, Jr., has prepared a valuable 
study on one of the outstanding archives in business today. 


April 
1975 


“Records Management as an Archival Function” April 


By Artel Ricks, CRM 1977 


An examination of the growth and development of records 
management in the United States Government, Federal and 
State and its worldwide status. Based upon a survey conduct- 
ed by the author in preparation for a presentation before the 
International Congress of Archives held in Washington, D.C. 
in 1976, the article effectively defines the relationship be- 
tween the archivist and the records manager and presents an 
excellent description of the activities of the National Ar- 
chives and Records Service. 


“Using Business History” July 

By Helen Cushman 1977 
Who uses company history? A company’s anniversary is one 
time when the subject of company history is likely to be 
raised. The anniversary is a milestone in the corporate exis- 
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tence when many companies have discovered that this histo- 
ry is a valuable asset. The author, a noted specialist in the 
preparation of company histories, presents a valuable outline 
of the factors to be considered in such an effort. 


“A Sense of History” July 
By Peter M. McLellan, CRM 1978 


A records manager/historian takes a concerned look at the 
history of law enforcement, its developments to date, the bar- 
riers inherent in its types of records, and the future prospects 
for the preservation of organizational records. 


“Preserving Recorded Information— 
The Physical Deterioration of Paper” 
By Howard P. Lowell 


There is increasing concern among records managers about 
the probiems caused by physical deterioration of the media 
on which information is recorded. Paper remains predomi- 
nant in most information systems yet, within the span of a 
few years, many of our paper records degenerate into masses 
of unusable, brittle and discolored documents. 

This article reviews the factors known to cause paper de- 
terioration and suggests actions records managers can take to 
lessen the impact of these destructive forces. Although em- 
phasis is placed on paper, many of the causes and criteria for 
preventive actions cited are applicable to other recording for- 
mats. 


April 
1979 


“Archives in Business and Industry: January 
Identification, Preservation, and Use” 1981 
By Dr. Charles R. Schultz 

After reviewing the literature relating to the subject at hand, 
the author discusses records which ought to be saved, de- 
scribes the steps to be taken to preserve them, and indicates 
what uses may be made of them by both the company and 
outside researchers. 


October 
1981 


“Company History—A By-Product of 
Good Records Management” 
By Thomas W. Riley, CRM 
and John G. Adorjan 


The records manager can make a significant contribution to 
the procedures needed for the proper collection and mainte- 
nance of an organization’s archival materials. The authors 
discuss the approach used by their company in identifying 
and applying records management techniques to indexing and 
housing. 


“Establishing a Business Archives” October 
By Karen White 1981 


Surveys show that corporate managers are neglecting re- 
sources that are economic and legal assets with a potential 
for improving procedures. This author sets forth a plan for 
corporate corrective action with emphasis on the archival 
aspects of information management and how they are most 
effectively developed. 





CERTIFICATION PROGRAM 





“Professional Status Through Certification” 
By William Benedon, CRM 


January 
1978 


October 
1978 
April 
1979 


“Strategies for Passing the CRM Examination” 
By Dr. Mary F. Robek, CRM 


“Readings in Management Concepts for 
Developing Records Managers” 
By Vincent J. Bosak, CRM 


“Gaining Professional Status: 
The Leadership Role of the Institute of 
Certified Records Managers 

By Susan M. Bronder, CRM, RRA 


APRIL 1984 


January 
1984 





One of the primary goals of today’s records practitioners is to 
gain professional recognition from top management and other 
professionals. To succeed in this endeavor to be recognized, 
records practitioners are looking to the Institute of Certified 
Records Managers (ICRM) for leadership. The ICRM, an 
organization of highly qualified records managers, is uniquely 
able to establish standards and requisites by which records 
specialists may be measured and to provide a means through 
which those standards and requisites may be accomplished. In 
accomplishing this, the ICRM might also grab the golden ring: 
official certification authority for information management 
organizations worldwide. This paper, therefore, explores possi- 
ble methodologies to gaining professional status, and the 
leadership role of the ICRM in implementing them. 








COMPUTERS AND RECORDS MANAGEMENT 


“Counseling the Computer User” April 
By Robert P. Bigelow 1967 


As computers come into more common and widespread use 
throughout business and government, legal questions sur- 
rounding their use will be of considerable concern to records 
managers. This brief outline provides some useful thoughts on 
some of the considerations lawyers must keep in mind when 
counseling computer users. 


“The Effects of EDP on Records Management” April 
By John W. Porter, CRM 1967 


In this author’s view, if we in records management know what 
the impact of electronic data processing is on our program, we 
should know what to do about it. We should also understand 
what relationships we should have, not only with programmers, 
but also with systems and procedures analysts, and anyone else 
who is involved with EDP. 


“Documenting Computer Operations” April 
By Everett O. Alldredge 1967 


This discussion by a federal specialist of techniques for docu- 
menting computer operations at government installations con- 
stitutes a timely and valuable digest of recommended practices 
for records managers in both private and government positions. 


“The Computer Programmer—A Helpmate to the 
Records Manager” 
By Phyllis Lorek 


The computer programmer plays an important role in the 
operation of a data processing function. He can be a very 
valuable assistant to the records manager. In this article, a 
systems analyst offers some observations on the personality 
and activities of programmers. 


July 
1967 


October 
1967 


“The Role of a Records Manager in an 
Integrated Data Processing System” 
By Wallace G. Aitchison 

The records manager must keep abreast of developments in 
data processing if he is to maintain his position in the growing 
field of information systems. This article reviews some of the 
oe facing the records manager and suggests how they can 
ye met. 


October 
1967 


“A Shotgun Wedding: Information Storage 
and the Computer” 
By Owen M. Rye 


The management of information is a joint responsibility of the 
records manager and computer specialist. The barriers to 
understanding one another that sometimes develop are ex- 
plored in this paper. 
“The Impact of Computers” January 
By Olive R. Surgen 1970 
The computer has a tremendous effect on all phases of 
government, business and industry today. This article reviews 


some of the changes being brought about by automation in the 
banking community. 
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“Electronic Data Processing in Israel” July 

By Joseph Dothan 1970 
The computer has had a major effect on the operations of 
business, government and industry. Its growth and application 
in the State of Israel are examined in this article. 


“The Unfinished Symphony” January 

By Joseph L. Wright 1972 
For a records management program to succeed today it must be 
closely allied to the organization’s computer activities. In this 
article, a computer manager reviews the functions that must be 
tied together to achieve a comprehensive information and 
records systems structure. The problems that result if such 
unification is not achieved are listed. 


“Records Management and 
Telecommunications” 


By Palle Kiar 


The complex telecommunications systems required by com- 
puters have brought about an interdependence of information 
and communications handling capabilities. Although records 
management was originally concerned almost exclusively with 
the written word and telecommunications with the spok- 
en word, the two have become increasingly closely related. This 
paper offers some helpful guidelines for coping with the chang- 
ing forms of records and the changing techniques for transmit- 
ting data. 


January 
1972 


“Computerized Decision System for January 
College Administration” 1973 
By Gordon B. Harwood and Dr. Roger L. Singleton 
The authors of this article stress the importance of sound 
records management and administrative systems in institu- 
tions of higher education. The development of a computerized 
system for monitoring graduate records and faculty and stu- 

dent responses to it are discussed. 


“Computer Ideas in the Seventies” January 


By Harold O. Casali 1973 


This presentation focuses on the explosion of ideas in the 
seventies as they relate to use of the computer. It provides a 
review of computer hardware as it exists today and prospects 
for new developments. Government areas where effective use of 
the computer is urgently needed are examined. 
“The Role of the Computer in Banking” October 
By Orrin Rugen 1973 
An informative review of the application of computers to 
banking operations is provided in this paper. Emphasis is on the 
various generations of computers and the impact of computer 
output n:icrofilm on the processing of banking transactions. 


“Computer Package for Records Management” July 
By C. W. Seiberling 1975 
The working relationship between computers and records 
management is best evident when the capabilities of the 
machine are used in the application of a records management 
control technique. This article describes a computer system 
used in retention scheduling and records center operations. 


October 


1975 


“Information Systems for Organizational 
Communication: A Records Management/Data 
Processing Perspective” 

By William M. Taggart, Jr. 
Efficiency and effectiveness are the twin goals of information 
systems for organizational communications. A growing aware- 
ness exists of the need for a balanced consideration of these 
goals. Within this setting an opportunity is present for Records 
Management and Data Processing functions to enter into 
collaborative cooperation for their mutual benefit. 


“Computer Indexing for a Records 
Retention Center” 


April 
1978 


64 





By Frea V. Diers, CRM 

The records center will always be an important part of any 
records management program. Its operation must, however, be 
flexible enough to accommodate changes in records formats 
and retrieval technology. Where mechanized indexing and 
retrieval systems are used, they must satisfy the company’s 
needs. Boise Cascade Corporation has carefully studied its 
needs and presented here is a description of their approach to 
meeting this objective. 


“Records Management and the Computer” April 
By John Grundman, Ph.D. 1980 


A careful examination of the relationship between records 
management and the computer. The author provides meaning- 
ful examples of how records problems can be solved by a proper 
balance between manual and computerized systems. 


“Automated Scheduling / 
Records Center Operations” 

By William Benedon, CRM 
This article addresses itself to the conversion of a manual 
system to an automated system. A program utilizing direct 
terminal input for both scheduling and records center data, 
with resulting detailed microfiche index of all records center 
holdings and printout capability for records center manage- 
ment, retention schedule issuance, disposition lists, and analy- 
sis is covered. 


April 
1980 


“Records Management and the Computer” July 

By Jim Connelly 1981 
This article might well be titled, “What Every Records Person 
Should Know About Computers (but has been afraid to ask).” 
Computer people and records people are closely related in the 
field of information management. The author does not mean to 
criticize the computer profession, in fact many Data Processing 
people work hard to improve the layman’s understanding of 
their terminology. Jargonese is a problem shared by many 
professions, records management included. However, without 
controversy, without well-meant bantering, there can be no 
change or progress. Are practitioners of records management 
guilty of the same sins of omission? 


“The End-User Approach to 
Managing Information” 
By Jean Carroll 


A case study in the automation of records management 
activities as developed at IBM World Trade Americas/Far East 
Corporation. The system, utilizing an IBM 370/158 computer 
with Conversational Monitor System (CMS) software, is an- 
other excellent example of how the records manager can utilize 
computer technology to handle information storage and re- 
trieval. 


October 
1981 


“Computer Assisted Record Control 
Systems for Financial Records” 
By Roberta M. Varga 

Computer assisted record control systems are usually expen- 
sive and utilized only for large holdings of records where the 
systems can be cost justified. This article describes the com- 
puter indexing of 2,000 cubic feet of extremely varied active and 
inactive records at an out-of-the pocket cost of just $80.00 per 
month for the rental of a CRT. The system was developed and 
implemented by the author and a staff member, neither of 
whom had programming training or experience. 


January 
1983 


“The Integration of Micrographics, Records 
Management and the Computer” 


By Florence M. Ochsner 


Most records managers would like better tools to help them 
manage their information. One way the information manage- 
ment industry has responded to their needs is by offering 
computer assisted retrieval (CAR) systems. What records 
managers are discovering, however, is that CAR systems are 
just about where word processing systems were ten years 


April 
1983 


(Continued on page 66) 
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If you use fiche, 
get the FACTS 
about office automation. 


The microfiche you have today can become the back- 
bone of your office automation system. Fiche Automated 
Cassette Terminal System (FACTS) allows you to 
integrate microfiche data bases with computer assisted 
retrieval without refilming or changing to roll film. 


ADC Frame Retrieval 


Developed and manufactured by Information Design 
and MAP the world's technological leaders in automated 
microfiche reader design, FACTS offers a fiche frame retrieval 
system, and also a cassette retrieval system that holds 30 
microfiche in each cassette. Both systems are modular 
in design, allowing you to upgrade easily from frame to fiche 
retrieval at any time 


ADC Keyboard with Display 
The readers which form the FACTS system offer a choice 


of keyboard control or can be interfaced directly (via RS232) 
from IBM or DEC computers. 


lf you use fiche, get the FACTS to raise the productivity 
of your office as you move toward office automation. ideal 
for users who are referencing microfiche data more than 
300 hours per year. 


For more information call or write Ed Zybura, 
Information Design, 1300 Charleston Road, Mountain View, 
CA 94043 (415) 969-7990 


ADC Keyboard 


Information Design Incorporated FE: 
3 on Rd. + M intain View *' A 94043-1397 \ J 
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ago—nice to have, but hard to justify. This article discusses the 
planning, implementation, and results of a successful computer 
assisted retrieval system installed at Rust-Oleum Corporation 
last year. 





COPY MANAGEMENT 





“Considerations in a Copying Study” January 
By Robert M. Redmond 1976 


One of the main concerns of records managers today is the 
proliferation of paperwork caused by unauthorized and uncon- 
trolled copying. This article offers some suggestions for the 
better management of office copying equipment supported by 
factual cost savings and general work improvement. 


“Copy Management: An Emerging Program” January 
By B. Thomas Marking 1980 


In spite of the so-called advent of the “Paperless Society,” the 
proliferation of unnecessary copies of records continues to be 
one of the major barriers to the successful management of 
information. The vast array of copiers and duplicators have 
been both assets and detriments to effective communications. 
This article offers valuable suggestions for a needed disci- 
pline—copy management. 





DIRECTIVES 





“The Myths of Directives Management” October 
By Buddy Robert S. Silverman, Ph.D. 1976 


An interesting discussio~ of directives management highlight- 
ing some of the often misquoted concepts of how directives 
should work and offering some more meaningful suggestions on 
ways to make them more effective. 





FILES AND CORRESPONDENCE MANAGEMENT 


“Impede or Succeed” April 
By Hope V. Trombley 1967 


The records manager must never overlook the need for an 
effective filing system. The ability to retrieve needed corre- 
spondence rapidly is essential to good business operations. The 
development of an efficient and economical filing system 
utilizing an automatic approach is considered in this discussion. 


“What Te Do with What You Have” October 

By F. Maxine Totten 1967 
A proper analysis of filing systems is essential to the establish- 
ment of workable techniques for finding and retrieving infor- 
mation. A program for files improvement is discussed in this 
article by a noted records management specialist. 


“Filing Equipment Standards” January 

By Richard Tarrant 1969 
A careful examination of filing equipment requirements to- 
gether with a meaningful analysis of cost factors can produce 
many economies. These elements, as well as the need for 
establishing filing equipment standards, are discussed in this 
paper. 


“Centralized Files and Correspondence Control” July 

By Marjorie Thomas Payne 1969 
This capsule review covers the guidelines to be considered when 
deciding on the type of filing organization to use. The author 


also comments on some useful techniques for correspondence 
control. 


“Drawer Filing Vs. Lateral Filing” 
By Donald T. Barber, CRM 1969 


In a recent issue of the Records Management rterly, a paper 
was presented advocating the use of standard drawer filing over 
lateral filing. In response and in opposition to that approach, 
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October 





this Canadian records management practitioner offers his 
thoughts on the subject. 


“Statistical Sampling and the File Survey— 
A Case Study” 

By Gerald F. Brown, CRM 
One of the most effective means for selling management on any 
given phase of records management is to provide meaningful 
documentation in support of a proposal. As discussed in this 
articie the use of statistical sampling can be of particular value. 


April 
197U 


January 
1970 


“File Classification Systems in 
Government Departments” 
By Anne Zinkhan 


A workable file classification system is essential to the opera- 
tion of both government and business. This article presents a 
practical approach to the design and installation of a revised 
system in government departments. 


“Filing Systems Applicator” April 

By Tom Lovett 1970 
This special feature presents a new and unique system for the 
selection of filing equipment. Developed by Tom Lovett, 
Australian management consultant, it is reprinted with per- 


mission from his recently published book, Records Management 
Manual. 


“Information and Records Retrieval Systems” October 
By Elmer W. Blankmann 1971 


In this comparison of manual and mechanized systems for 
retrieving information and records, emphasis is on the cost, 
time and personnel factors involved. The author also includes 
pictures of different types of filing equipment. 


“Classification of Chinese Names” January 
By J. Ronald Grandmaitre 1972 


Because of the peculiarities of Chinese names, special classifi- 
cations and recording procedures have been employed by 
various business establishments and government agencies 
throughout the world. This article provides an interesting 
examination of the factors that govern the spelling and filing of 
Chinese family names. 


“A Functional Filing System for State and 
Local Government” 
By Stanley B. Gordon, CRM 


In this first installment of a series detailing a complete 
functional filing program for state and local government 
records, the author introduces MUFFS, the Municipal Unified 
Functional Filing System. This system, devised by the author, 
combines filing and retention information into a single duplex- 
numeric functional code. The first three categories of MUFFS 
are covered in this installment: General Administrative Files; 
Legislative and Legal Files; and Engineering and Construction 
Facilities Files. 


April 
1972 


“A Functional Filing System for State and 
Local Government—Part II” 
By Stanley B. Gordon, CRM 


This is the second installment of a contributing series on 
MUFFS, a unique system for the filing and retention of state 
and local government records. It includes information on the 
filing procedures to be used and presents two more functional 
categories: Police and Fire Protection Files; and Personnel, 
Medical, Safety and Security Files. 


July 
1972 


“A Functional Filing System for State and 
Local Government—Part IIT” 

By Stanley B. Gordon, CRM 
This installment on MUFFS includes a discussion of the 
inventory techniques used and presents three more functional 


categories: Planning and Programming; Management; and 
Purchasing, Contracting and Supplies. 


October 
1972 


“A Functional Filing System for State and 
Local Government—Part IV” 


January 
1973 
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By Stanley B. Gordon, CRM 


This article, the fourth in the series, stresses that state laws 
must be considered when using the “disposition” column of 
MUFFS. The Master Locator for the system is discussed, and 
details are provided for two additional functional categories: 
Financial and Fiscal Files; and Public Utilities, Transportation 
and Communications Files. 


“A Functional Filing System for State and 
Local Government—Part V” 
By Stanley B. Gordon, CRM 


In this fifth installment on MUFFS, two relatively new and/or 
expanding functional categories of local government records 
are presented: Labor Relations Files; and Recreation, Cultural 
and Environmental Files. The category for Real Estate and 
Right-of-Way Files is also provided. 


October 
1973 


“A Functional Filing System for State and 
Local Government—Conclusion” 
By Stanley B. Gordon, CRM 


This is the final installment in a series offering a complete 
functional filing system for state and local government records. 
The system has been offered as a guide—a base on which to 
build. Additional files can be numbered into the system, and file 
categories that do not exist for a particular government can be 
eliminated. This final installment presents the large functional 
category: Public Services. 


January 
1974 


“A Filing System for Official University Records” October 
By William Saffady 1973 


Institutions of higher learning are as much in need of a 
meaningful and applicable filing system as any large corpora- 
tion. This article discusses the advantages of a uniform, 
campus-wide filing system and presents the system developed 
by Wayne State University to meet its records organization 
and retrieval demands. 


“Common ¢ Vs. Demon Monster” October 
By Dolores Campo, CRM 1973 


In this practical examination of some of the problems involved 
in filing business records, uncontrolled records are depicted as 
the paper monster that must be met with common sense if 
operating costs are to be reduced. Filing systems, equipment 
and retention schedules are considered by the author. A total 
approach to the problem of records and information is stressed. 


“A Master File Plan” January 
By Peter M. McLellan, CRM 1974 


The master file upon which this article is based was designed as 
part of a model management information system. The author 
provides a logical format for structuring a single, comprehen- 
sive filing system, plus detailed instructions for its installation. 
The adaptability of this master file makes this article of long 
term value to any records manager. 


“Correspondence Creation Control” July 

By Grace Curtis 1974 
This paper emphasizes the importance of well-written commu- 
nications and analyzes the prerequisites for an effective corre- 


spondence control system. Guidelines for action and sources of 
information are provided. 


“Housing for “Very Active’ Correspondence 

Size Records: File Cabinets or Shelves—or What?” 
By Ralph K. Niemoller 

The records manager plays a very vital role in the determina- 

tion of records housing equipment. He must make careful and 

detailed evaluations of the pros and cons of each type of 

equipment before reaching a decision. This article provides 


some valuable comparisons between the use of file cabinets and 
shelving. 


“The Case for Central Filing” January 
By Anthony P. Farr 1976 


A practical examination of central filing systems, their need, 
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personnel, and benefits to the overall company requirements 
for filing and finding information. A five point benefit program 
is outlined for easy application. 


“Case Records Filing System” April 
By Ralph Westington 1976 


There are many different filing systems available to the records 
managers today for the maintenance of case records. Selecting 
the proper one requires a complete understanding of the 
advantages and disadvantages of each. The author discusses 
and evaluates some of these systems and presents illustrations 
of how they are used. 


“Selection of Filing Equipment” July 
By Col. John F. Dunn, CRM 1976 


There are many types of filing equipment available for office 
use today. The informed records manager is aware of the 
advantages and disadvantages of each and their relative 
operating costs. The author of this article, a well experienced 
practitioner, provides a straightforward analysis of filing 
equipment selection and use. 


“Development of a Records Continuity Program” October 

By James J. Springer, CRM 1976 
The physical move of a major file operation from one locaticn 
to another involves considerable planning and effort. The 
problems associated with such a move become even more 
complex when it becomes necessary to combine files resulting 
from the joining of two separate organizations. This article 
covers a case study of such a project in the insurance industry. 


“Creation of a New Filing System” January 
By James J. Springer, CRM 1977 


A case study covering the conversion of a filing system, not only 
involving equipment, but the supplies and control procedures 
needed to assure the continued ability to retrieve requested 
information. This is the second article by the author on the 
Federal Life Insurance Company’s filing activities. 


“Managing Information Resources” October 
By Jane P. Vogland, CRM 1977 


The port of Portland’s Records Management Program includes 
a central system for controlling incoming and outgoing corre- 
spondence. The system is unique in that all incoming corre- 
spondence comes first to the records department rather than 
the individual to whom it is addressed. This article covers the 
way and how this is done. 


“Beyond Files Freedom and Dignity” October 
By Winifred Gallant 1977 


An interesting examination of some of the traditional attitudes 
governing the management of files and how we might change 
these to produce, not only usable reference materials, but 
better working relationships between the men and women that 
inhabit today’s office environment 


“The Development and Implementation 
of a Functional Subject Filing System” 
By Suzanne D. A. Graham, CRM 


Records Management is the responsibility of the Manager, 
Records Management and Technical Information Services at 
Chevron, U.S.A. Inc.—Central Region. Since 1964, a modified 
Dewey Decimal Classification system was used to control all of 
Chevron’s general subject, administrative and correspondence 
records. The modified DDC system proved inadequate for easy 
filing and retrieval of individual records and a number of 
records management problems resulted. A survey of the records 
and the user needs was carried out and a more effective subject 
classification system based on organizational units, functions 
and processes was developed. 


July 
1978 


“Police Administrative Files” July 

By Peter M. McLellan, CRM 1979 
A well defined and documented file plan is the key to an 
effective retrieval system. Police files are of particular concern 
to police personnel, the general public, citizens’ groups, and 


67 





Records Management Quarterly— 
Cumulative Index of Articles (Annotated) . . . 


local, state and federal legislators and require specialized access 
capability. This article discusses how the Seattle Police De- 
partment developed a file plan to meet these multiple needs and 
presents samples of file plan contents. 


“Progressive Techniques for Subject Filing” April 
By Martin Richelsoph, CRM 1981 


An examination of different approaches to be taken in the filing 
of subject materials. The author expresses a concern about 
forgetting some of the basic filing concepts as we progress into 
the “Office of the Future.” Steps to be taken in organizing a 
subject filing system and justifying the need are considered. 


“Circular Filing Versus Linear Filing” July 
By Robert P. Gillotte 1982 


An authoritative analysis of the volume capabilities of circular 
and linear filing, well illustrated to provide the reader with 
meaningful comparisons. 


“Comparing File Housing: A Proposed 
Standard Basis of Comparison” 

By J. Eddis Linton, B.Ec., FRMA, CRM 
Robert Gillote’s article in the July, 1982 issue of the Records 
Management Quarterly titled Circular Filing Versus Linear 
Filing highlights the quandary many people find themselves in 
when talking about the comparative capacities of file housing. 
This quandary relates directly to the absence of a standard way 
of measuring capacity that the profession can follow. The 
author finds the use of cubic inches a cumbersome basis for 
comparison where rotary units are involved. This article 
proposes a standard approach to measuring capacity, hopefully 
divorced from specious arguments of suppliers with a need to 
show their product in the best possible light. 


“Planning for an Operational Audit 
of Active Files” 

By H. Michael Gunther and Barbara Lang 
This article is the first in a series covering the approach taken 
by one organization to evaluate the effectiveness of its filing 
activities. The audit procedure used is described and illustrated 
to provide the reader with a blueprint for possible application. 


October 
1983 


April 
1983 


July 
1983 


“Conducting an Operational Audit 
of Active Files” 
By H. Michael Gunther and Barbara Lang 


This is the second in a three-part series of articles on opera- 
tional auditing of active files. The first article concentrated on 
the details of preliminary planning for the audit. The present 
article covers final planning details and moves from there to the 
actual conduct of the audit itself, including communications 
and handling of audit forms. The final article in the series will 
= directed towards statistical analysis and interpretation of 
ata. 


“Analysis and Interpretation of Data from 
an Operational Audit of Active Files 
By Mike Gunther and Barbara Lang 


This is the last in a three-part series of articles on operational 
auditing of active files. Data analysis and interpretation is both 
art and science. Data must be organized into meaningful units 
and various computations performed during the analysis phase. 
Interpretation must be done with an eye to various pitfalls 
which can lead a records professional astray. Techniques for 
both analysis and interpretation are discussed. 


January 
1984 


“Indexing Concepts: An Overview for 
Records Managers” 
By Gail B. Pennix, CRM 


An index is one of the most powerful tools in information 
management. It provides clarity, consistency, and control 
within a records system. Without question, a carefully devel- 
oped index guarantees fast and accurate retrieval of informa- 
tion. But indexing has been a poor stepsister to other records 
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management activities. This article provides an overview of the 
indexing process to enable records managers to better appreci- 
ate the value of this tool. 


“Mechanized Filing: Cost Versus Expense” April 
By Ron Monaco 1984 


This article examines the advantages of rotary filing, particu- 
larly for the small to middle sized business caught somewhere 
between the traditional four and five drawer filing cabinet and 
computerization. The author’s discussion is generic. He also 
includes two charts analyzing cost for selected options, based 
on 10,000 filing inches, projected over a ten year period. 





FORMS MANAGEMENT 





“Organization of a Forms Control Program” January 
By R. E. Carpenter 1967 


Forms control is one of the key elements of records manage- 
ment. This is the first of a two-part article outlining the 
organization and techniques of a forms program. 


“Forms Design and Procurement” April 
By R. E. Carpenter 1967 


This is the second part of an article begun in January, reviewing 
some of the important elements of forms management. Mr. 
Carpenter shows how forms design and procurement know-how 
can work. 


“Obtaining Maximum Benefits from 
Forms Management” 

By George Bubnash 
Business is becoming increasingly aware of the potential in 
forms management. Several techniques for successfully imple- 


menting and administering a forms program are described in 
this practical article. 


January 
1968 


“Organizing a forms Control Program” April 

By Louise C. Von Talge 1969 
The proper management of business forms is one of the basic 
requirements of a well-organized records management pro- 
gram. Some of the steps needed to develop a workable program 


for controlling paperwork creations are explained by this 
author. 


“Forms Can Control tk April 

By Paul A. Stone 1971 
A careful analysis of the benefits to be gained through cen- 
tralized forms control, plus a recommended plan for establish- 
ing such a control, are presented in this timely discussion. 


Shape of Your Company” 


“Educational Challenge of Forms Management” April 
By Dr. G. Jay Christensen 1973 


This review of sources for forms management training includes 
a survey of reference books, professional journals, seminars and 
correspondence courses, plus a discussion of formal forms 
design and analysis courses offered by institutions of higher 
education. In the view of this author, the forms analyst must 
acquire the technical skills needed to meet the optically-based 
systems of the next decade. 


“Computer Generated Forms Functional File 
and Forms Data” 
By Jack Lilienfeld, CRM 


In this study of computer applications used in the development 
and updating of a functional file for forms management in the 
City of Philadelphia, the author discusses the reasons for using 
the computer and the time, space, and cost savings that have 
accrued. 


April 
1974 


“Forms Management Procedures” July 

By Michael G. Leigh, CRM 1974 
Regardless of what an organization does, it spends money for 
forms and for the clerical processing of such records. In this 
discussion on the relationship of forms control and records 
management, the author discusses the cost reductions and aims 
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of a forms management program and the need for overall 
control of the evaluation, design and purchasing of business 
forms. 


“Forms Management Series” 
By Michael J. Clay 


PartI An Introduction to Printing and October 
Layout Technique 1976 


Part II Sizing Illustrations January 


1977 
April 
1977 
Part IV Copy Preparation July 
1977 
October 
1977 
October 
1979 


Part III Typeface Technology 


Part V Proof Reading 


“Establishing a Forms Management Program 
in the State of Maryland” 
By David Blum, CRM 


The State of Maryland recently enacted legislation for the 
management of its forms. This article is concerned with the 
steps that are being taken to carry out the intent of the law, 
some of the problems that are being encountered, and what are 
the future plans for increasing the prospects for success of the 
program. 


“The Management Principle and Forms” April 
By Tim A. Erskine 1980 


Have you ever wondered who was assigning work in your 
organization? This article presents some common sense think- 
ing about this question and some ideas for getting this question 
before your top management. The author also covers a series of 
slides with narrative that provide a ready-made presentation 
for any organization. 


“Forms Management Series” 
By Michael J. Clay 


Illustrations: Rules, Borders and Symbols 
The Presentation of Reports 
The Layout of Information—Part I 

Part II 


April, 1978 
January, 1979 
July, 1979 
January, 1980 
“Forms Control and Design 
In a Small Police Department” 
By Maida McKay-Smith and A. C. Gustin 


January 
1982 


“Managing Forms to Manage 
The Ottawa General” 
By Lyle Bunn 


January 
1982 





FREEDOM OF INFORMATION/PRIVACY ACTS 





“The Freedom of Information and the Privacy Acts July 


and the Records Manager—Some Considerations” 
By Seymour J. (Joe) Pomrenze, CRM 


Few legislative acts have had the impact on records manage- 
ment as the Freedom of Information and Privacy Acts. Daily 
issues of the Federal Register contain regulatory statements 
and compliance procedures by governmental agencies. The 
private sector is also affected. Here are some important factors 
to be reviewed by the records manager when planning records 
systems. 


1976 


“Privacy and Records Management, 
They Are Compatible” 

By Congressman Barry M. Goldwater, Jr. and 

Francis M. Gregory, Jr. (Reply) 

Privacy legislation is of paramount importance to records 
administrators. The manner in which an organization main- 
tains its records, particularly as they concern individuals, is 
being carefully examined in light of such legislation. Congress- 
man Barry M. Goldwater, Jr. (State of California), a major 
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advocate of “Right-to-Privacy” was the keynote speaker at the 
Association of Records Managers and Administrators’ Annual 
Conference in October 1976 and his comments are presented in 
this article. As with every issue, there are differing viewpoints, 
and a reply to Mr. Goldwater's position is offered by another 
conference speaker, Francis M. Gregory, Jr. of the law firm of 
Sutherland, Asbill and Brennan in Washington, D.C. 


“The Impact of Privacy Legislation on January 
Records Management” 1977 
By James M. LaSala 


The question of legality in records management is becoming 
more and more a question of intensive investigation and 
development of policies and procedures to protect firms and 
institutions against liability. The recent spate of anti-trust 
suits, the acceptance of microfilm as legal evidence, and the 
delineation of efficient retention schedules have all been the 
concern of records management over the past years. But new 
laws are being passed that will have an even greater impact on 
the responsibilities and duties of records managers. 


“Privacy Act Implementation” January 

By Jessie Kitts King 1979 
A very valuable case study on how to comply with the Privacy 
Act of 1974. Although organizational differences must be taken 
into account, the Hanford Environmental Foundation, Inc. 


approach offers some meaningful interpretations and guide- 
lines. 


“Freedom of Information and Privacy” Part I October 
By Dr. Jake V. Th. Knoppers 1980 


The information presented in this article is a working draft of 
the author and does not necessarily reflect the views of the 
Public Archives of Canada, or those of Statistics Canada, 
Treasury Board, or any other Canadian federal agency. The 
author and those involved in implementing Freedom of Infor- 
mation (FOI) and Privacy welcome comments and suggestions 
from the records management community. The work for this 
paper was done under contract provided by the Machine 
Readable Archives Division, Public Archives of Canada. Refer- 
ence to a Freedom of Information Act are to Bill C-15, which 
was tabled by the Canadian Conservative government.in 1979. 


“Freedom of Information and Privacy (Part II)” April 
By Dr. Jake V. Th. Knoppers 1981 


This concludes a two part series on Privacy and Freedom of 
Information (FOI) legislation in Canada. Part I covered a brief 
summary overview of such legislation around the world and in 
Canada and acquainted records managers with the problems 
currentiy facing records managers in the management federal 
sector of Canada. Part II reviews possible models for records 
management and archives for implementing Privacy and Free- 
dom of Information Legislation. 





INFORMATION MANAGEMENT 





“Equating Information with Currency” January 


By Alfred E. Busch 1968 


One of the greatest problems facing industry today is its 
inability to use properly the vast output of technical and 
scientific knowledge being generated in such a prodigious 
manner. This leading businessman reviews the problem and 
suggests a solution. 


“Total Recorded Information Management” January 

By William P. Southard 1968 
In this forward-looking discussion on information manage- 
ment, a management consultant presents his concept of this 
important field and the ingredients that will make it most 
useful in the computer-oriented, paperless world he sees as the 
future. 


“Cause of the Information Crisis” 

By Professor Helmut Arntz 
The proliferation of technical data and literaiure being created 
today has indeed produced an information crisis. This analysis 
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of the crisis presented before the 33rd Conference of FID and 
the International Congress on Documentation held in Tokyo in 


1967 by a noted European documentalist is made available 
through ARMA. 


“Tibah and Habit: Emerging Managemert 
Information System Concepts” 
By Albert D. Sterkx 


Management information systems have evolved through three 
stages: manual, early computer and centralized computers. In 
this discussion on the subject, a management engineer presents 
his philosophy of management information and some of the 
conceptual approaches he envisions. 


October 
1969 


“Management Information and 
Records Handling” 
By Dr. D. G. Leeseberg 


Matching the needs, people and technology available to busi- 
ness management today for the most effective results requires a 
clear understanding of their characteristics. This educator 
offers some valuable guidelines and insights on how to coordi- 
nate these elements. 


January 
1970 


October 
1971 


“Organizing for Management Information 
Systems” 
By Alfred L. Palmer 


This paper offers an interesting insight into the organizational 
concepts of systems and data processing, particularly when 
directed toward achieving a meaningful management informa- 
tion system. 


“International Personnel Management January 
Information System” 1977 
By Patricia N. Gentile and Isabelle R. Peterson, CRM 


In addition to the normal requirements of a personnel records 
keeping system, those involved in such a system for interna- 
tional employees must develop specialized formats and pro- 
cedures to assure the timely and efficient handling of changes. 
This article covers the practices used by a major multi-national 
corporation. 


“Information Management and the Decisionmaker” April 


By Philip H. Hutchens, Ph.D. 1981 


This article addresses the impact of information management 
on decisionmakers and productivity and the causes of increased 
information and information costs. Valuable guidelines are 
provided for records administrators in the form of ten points 
which can be used to control and better manage information. 


“Total Information Systems Design” April 
By Harold L. Brown 1981 


The overall objective of this article is to discuss an approach to 
designing total information systems regardless of storage me- 
diums, technologies, or information systems disciplines in- 
volved. The article provides a focal point for initiating the 
concept of designing total information systems, as it outlines 
some of the basic principles to be considered in structuring and 
undertaking such a task. For the sake of consistency, corporate 
terminology has been used throughout this article. 


“The Impact of Information Systems on 
an Organization” 
By Jane C. Hughes 

Information systems represent a significant investment to 
organizations. Understanding what factors may cause them to 
fail or help them to succeed is critical to their development. A 
descriptive model of information systems is offered to demon- 
strate systems components and predicted relationships. 


“Managing the Future of Information Management” April 
By David T. Bogue 1984 


An examination of the recording media technology and its 
impact on information management. The article includes a 


October 
1981 
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chart comparison of microfilm, hi-density magnetics, and opti- 
cal disk. 








INFORMATION RETRIEVAL 


“An EDP System for Indexing and 
Retrieving Technical Reports” 

By Margaret E. Madden 
This case study details how 2 major organization, Monsanto 
Company, manages its vast collection of technical data 
through the use of an electronic data processing system, which 
assures accurate and timely retrieval of needed information. 


October 
1970 





October 
1970 


“Document Inventory and Control for Central 
Scientific Records” 
By William H. Olmstead 


In a brief description of the Norwich Pharmacal Company’s 
system for the maintenance of scientific records, primary 
emphasis is on inventory, control and search techniques. 


“Computerized Codification Creates a 
New Records Management System” 


By Lois Edwards 


This computerized records management program was devel- 
oped to assure correct filing and fast retrieval of greatly 
diversified subject files. The user-oriented plan provides control 
of fileable material from its origin to its ultimate disposition. It 
is a system designed for economic simplification, uniformity 
and convenience. 


January 
1971 


“A Personal Information Storage and 
Retrieval System” 


By Charles A. Bearchell 


The next best thing to having a photographic memory is 
knowing how to file the information one reads and would like to 
review later in more detail. This paper outlines an effective 
technique that has been applied and proven practical for 
establishing a persoral research file for such data. 


July 
1973 


October 
1974 


“Computerized Technical Document 
Index System” 
By Robert B. Austin, CRM 


The valuable time and effort involved in the preparation of 
technical reports can be lost without a well-planned, workable 
system for retrieval. The system developed by Chevron Oil 
Compary, Western Division to prevent costly duplication of 
research is presented here for consideration by others. 


“Informational Retrieval Systems” January 


By John A. H. Mackay 1975 


This article examines the need for information retrieval sys- 
tems, the problems encountered in developing such systems, 
and the type of individuals needed to make such systems 
function properly. 


“A Keyword in Context (KWIC) Index for the 
Personal Reprint Files of University Faculty 
Members” 

By William Saffady 
The records managers exposure to data processing has added 
another dimension to the services he can offer to his manage- 
ment. In the solving of traditional file organization matters, the 
records manager can now participate in the application of 
automated systems to document retrieval needs. A practi- 
tioner/educator presents a case study of such a system. 


October 
1979 


July 
1976 


“The Real Estate Information 
Retrieval System” 
By Drs. Susie H. Van Huss and Shirley Kuiper 
and Phyllis Woodham Smith 

A joint study project by a leading university and the business 
community results in a valuable research by-product that 
provides a key business acuity (real estate) with a practical 
classification index for its records. 
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“SPINDEX Applications January 
To Large Records Holdings” 1981 
By Dr. Frank G. Burke 


SPINDExX is a package of programs originally developed at the 
Library of Congress beginning about 1965 and improved at the 
National Archives. Its purpose was, and is, to provide format 
and processing programs for archival materials, including 
personal papers, or manuscript collections. There is now a 
growing body of literature about the SPINDEX programs 
packages, and addended to this paper is a full bibliography of 
those writings. 


“Automated Retrieval of Project July 
Documentation at Marathon Oil” 1982 
By A. P. Miller and S. L. Jenkins 


Information is the major product of a research center and 
access to internal files provides a key to the success of ongoing 
research. In this paper, the authors attempt to describe the 
problem of accessing project file information at Marathon Oil 
Company’s Denver Research Center (DRC) as the company 
grew, and also, to detail a recent automated solution to the 
problem. 





INTERNATIONAL RECORDS MANAGEMENT 





“Records Management Problems in Israel” January 
By Joseph Dothan 1969 


In this article, a leading management consultant, responsible in 
many ways for the development of practical and efficient 
management techniques in the State of Israel, reviews the 
problems of records management in that country. 


“Records Systems in Developing Countries July 
and Organizations in the South Pacific” 1975 


By Ken Tall 


An interesting examination of records practices in the South 
Pacific and the approach taken by a government consultant to 
implement modern records management techniques. The ar- 
ticle clearly demonstrates the universal nature of paperwork 
processing. 


“Mind Your Own Business” July 
By Tom Lovett 1977 


An examination of the problems confronting the Australians in 
the areas of paperwork management and how these problems 
can and should be approached. The author, a leading manage- 
ment consultant, offers some practical suggestions that will 
prove useful to records practitioners anywhere. 


“Legislation in Records Management” July 
By Harry W. Nunn, CRM 1979 


In this article the Keeper of Public Records, Public Record 
Office, Victoria, Australia, presents an examination of the 
legislative developments in records management in Australia 
with some valuable insights into the concepts and philosophies 
that determine the success of such programs in government. 
The paper is based upon an address before the Joint 20th 
Annual Conference of the Association of Records Managers 
and Administrators, Inc. and the Fourth Annual Conference of 
the International Records Management Federation held in 
Washington, D.C. in October 1978. 


“Computerized Text Processing” July 


By D. N. Lock, IBM, S.A. (Pty.) Ltd. 1979 


“The Expanding Role of the Archivist” January 
By Derek Charman, CRM 1980 


An archivist/records manager discusses his viewpoints on the 
expanding roles of information specialists; roles which are 
becoming more difficult to define as the need for closer working 
relationships becomes evident. The article also covers a very 
interesting examination of the archives/records management 
concepts in the United Kingdom. The materials presented are 
based upon a presentation made before a session of the 
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International Records Management Federation (IRMF) in 
Washington, D.C. 


“Remodeling a University Registry” January 
By Helen Garretty 1984 


This article describes the computerized file movement system 
at the University of Melbourne, explains why the computer was 
introduced, how the system was devised, and the facilities 
available. It suggests ways in which the computer may be 
employed as a management tool both in the Registry itself, and 
by other sections of the University administration. The Uni- 
versity of Melbourne was the first in Australia to computer-sort 
file titles by a method such as the “Key Word in Context,” and 
the first to introduce a computerized file management system. 





MAIL MANAGEMENT 





“Organization and Management of the July 

Company Post Office” 1968 
By Kenneth Bryant 

In too many organizations, the mail department is a neglected 

function. This office administrator presents a case in its favor, 

showing how vital an operation it really is and how it can cut 

company costs. 








MEDICAL RECORDS _ 





“Paper Frankenstein in a Plastic Case” April 

By Virginia Lake 1969 
The history and development of medical recording techniques 
are considered in this article, and recommendations are offered 


for regulating the volume and use of such documentation in the 
future. 


“Putting Automation into Hospital Record-Keeping” July 

By Alice M. Donahoe 1971 
By making use of the new resources of electronic data process- 
ing and other recently developed electronic techniques, the 
medical records library can also furnish hospital management 
with tools for high quality control of medical services. 





METRICATION 





“Root Two—The Magic Metric Measure” July 

By Anthony P. Farr 1973 
Following significant studies by the Department of Commerce 
and private organizations, many businesses are beginning to 
convert their numerical controls to metric equivalents. This 
presentation on the subject give good idea of what is 
involved. Basic advantages and areas are discussed. 


“Impact of Metrication” April 

By Wilson Riles 1974 
This educator, the Superintendent of Public Instruction in the 
State of California, believes that metrication is inevitable in 
the United States. He emphasizes that for the conversion to be 
a success it must be supported by a strong educational program 
and discusses the steps needed to prepare the schools, and the 
students now in school, for a metric America. 


“I Wouldn’t Touch It with a Ten-Foot Pole” July 
By Frank Fulme, Jr. 1974 


In this strong case for adoption of the metric system without 
further delay, the author reviews the history of weights and 
measures in this country. He points out the many advantages 
that will accrue from a change to the metric system and 
discusses conversion costs. Some of the effects on records 
management are also covered. 
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“Microfilm as a Management Tool” 


By Richard E. Wolff, CRM 
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Microfilm has become an essential part of systems planning, 
particularly when volume reduction and rapid retrieval are to 
be considered. This examination explores some of its applica- 
tions to records management practices. 


“Microfilm at North American Aviation—LAD” July 
By Mark Keith 1967 


The control, issuance and distribution of engineering data is of 
vital concern to many companies. Such data must be accurate, 
and available in usable form. In this article, a microfilm 
specialist for a major aerospace company discusses his com- 
pany’s uses of microfilm for engineering and administrative 
records. 


“Microfilm in an Uncertain World” July 
By J. R. Nielsen 1967 


One of the most outstanding examples of an organized program 
for records protection is that of the Genealogical Society of the 
Church of Jesus Christ Latter-Day Saints. Based mainly on the 
use of microfilm, the records are housed in an excavated 
mountain. This article describes this unique facility. 


“Cataloging Data Stored on Roll Microfilm” October 
By R. R. Willets 1968 


A simple method of cataloging information on 35mm microfilm 
has proved an effective means of retrieving engineering change 
data at IBM’s Systems Development Division. This article 
covers the analysis behind the design of the system and the 
procedures governing its operation. 


“Multiplant Microdata System” April 
By Pericles A. Argyris 1969 


In tuday’s and tomorrow’s multiplant operations and manage- 
ment’s evolution, the effective storage and retrieval of infor- 
mation is a must. This paper describes a corporation’s mi- 
crodata system, which has been established to meet the 
challenging objective of data retrieval. 


“Microfilm System Applications” July 
By Dr. David R. Wolf 1969 


Microfilm plays a significant role in today’s efforts to control 
the “paperwork explosion.” To make proper use of microfilm, 
however, one must understand its capabilities and applications. 
This article offers a timely review and analysis of the current 
uses of microfilm. 


“Improved Aperture Card Retrieval” January 
By Richard Conway 1970 


This is an informative report on Westinghouse’s Telephone 
Aperture Retrieval (WESTAR), a system which simplifies and 
improves the efficiency of engineering data retrieval through 
the combination of microfilm and automation. 


“Personnel Records System” July 
By Richard N. Utter 1970 
This microfilm case study presents a personnel system in which 


film jackets are used to maintain the records of 26,000 employ- 
ees. 


“Policy Status Information on Computer Microfilm” July 


By Terry Smythe 1970 
More and more businesses are turning to computer output 
microfilm as a means of improving systems and curtailing the 
growth of paperwork. This article details a very interesting and 
workable approach taken by the Great-West Life Assurance 
Company in Winnepeg, Canada. 


“Remote Viewing and Printing of 
Graphic Materials” 

By Wilbur C. Myers 
This analysis considers significant developments in computer 


technology and micrographics and the effects of these develop- 
ments on information retrieval and communications. 
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January 
1971 





“Some Economics— Microfilm and Space” April 
By W. E. Allard 1971 


Making a decision between microfilm and hard copy retention 
requires careful fact finding and analysis. The proper approach 
to this problem is expertly described and illustrated in this 
article. 


“The Microaperture as a Method of Publishing” April 
By Wynn D. Crew 1971 


This article describes a high-reduction, microaperture, book- 
form publishing technique, which includes the decimal system 
of direct page location for up to 100 pages of computer output 
microfilm or technical reports, without need for original, 
type-setting composition. It also describes an original publish- 
ing technique for up to 400 pages. Both systems utilize only two 
optical steps and yield over 500 lines per millimeter on sealed 
film chips, protected against damage and mounted into aper- 
ture cards. Weight and bulk are discussed to show the feasibili- 
ty of developing a breastpocket, personal library. 


“Microfilm and the Computer” April 
By Terry Smythe 1971 


Mr. Smythe has created a new concept, the PETRIFIED 
RECORDS SYNDROME, which he defines as “an affliction of 
the mind characterized by a firmly entrenched belief that 
microfilm can only be used to save space occupied by ancient, 
dead records.” In this article he discusses how we can overcome 
this malady by applying advanced techniques in microphotog- 
raphy. 
“Microfilm and the Management of Time” October 
By Terry Smythe 1971 
Microfilm can have a dramatic effect on clerical productivity, 
file integrity and the management of information. This article 


examines the nature and extent of this effect as evidenced by 
recent advances in computer output microfilm. 


October 
1972 


“Information and Retrieval Systems of 
Microfilm and Other Recordings” 
By Gordon H. Wright 


This article gives a brief overview of the development of 
microfilm and examines the various microforms and their 
applications. The advantages and disadvantages of using mi- 
croforms are outlined, and methods for evaluating different 
microfilm systems are discussed. 


“A Unitized Drawing Microfilm System” April 
By Karl P. Siegmund 1973 


This case study covers the application of microfilm to engi- 
neering drawings at DuPont’s Savannah River Plant in South 
Carolina. It deals specifically with the sequence of the system, 
the design and preparation of the tabulating cards, the struc- 
ture and philosophy of the coding system and the techniques 
applied for retrieval. 


“The Systemic Miniature” July 
By Henry E. Powell, Jr. 1973 


In this discussion of the basic fundamentals of microphotogra- 
phy, the author reviews the steps to be taken in a microfilm 
systems evaluation and considers the advantages and disad- 
vantages of the different approaches. A presentation is included 
on the various microforms and their applications. 


“IDS Microfilm Operations” April 
By Henry E. Whitbeck 1974 


The successful microfilm program includes a careful examina- 
tion of related cost factors and the application of those 
microforms providing the best systems approach. This article 
examines the various formats used by a large, diversified 
investment company to satisfy its multi-operational needs. 


July 
1976 


“Microfilm and the Business Disaster— 
A Case Study” 
By Thomas R. Wardlaw, CRM 


Microfilm’s unique potential for protecting modern business 
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records has been told in numerous “How to .. .” articles. The 
collapse and successful reorganization of the Equity Funding 
Corporation of America provided a “live test” of the value of 
microfilm in recovering from a business disaster. 


“Microfilm as Seen by One of the Records 
Managers” 
By Denis Deslongchamps, CRM 


An “how-to” approach to introducing a microfilm system from 
problem identification to actual filming. The author provides a 
working paper format so that one might readily adopt its 
content for individual applications. The article is another in the 
RMgQ series of bi-lingual (French-English) reports submitted 
by Mr. Deslongchamps. 


October 
1976 


“Use of Microfilm in the Federal Government” January 
By Forest L. Williams 1977 


The National Archives and Records Service (NARS) has 
played an important role in the development of micrographics. 
This article covers some of the applications in government and 
the continuing efforts being made to promote standards and 
guidelines to facilitate the growth of micrographics in the 
Federal Government. 


“The U.S. Army’s Personnel Records— April 
Yesterday, Today and Tomorrow” 1977 
By Col. Leonard S. Lee, CRM 


“Mammoth” is the only word to describe records management 
as it pertains to the vast military personnel records collection of 
the U.S. Army: 52 million document pages in the files of 785,000 
active duty personnel and daily workloads that include the 
creation or retirement of over 1,000 records, 2,500 user record 
requests, and 30,000 new pages to be added to existing files. 
Faced with dimensions of that magnitude, the Army initiated a 
comprehensive, two-year study to replace paper mode person- 

nel records with a micromedia system. This article summarizes 
those efforts and describes the new innovative system which 
combines EDP equipment, updatable micrographics media and 
automated microfiche retrieval devices to achieve efficient, 
responsive, cost-effective results. This “marriage” of technolo- 
gies, as exemplified in the world-famous RAMz Project, fore- 
shadows new horizons and dynamic improvements in records 
handling and information management applications for future 
applications. 


“Microfilm and Related Systems Series” 
By Jack E. Lee 


Engineering Records Systems at Colorado January 
Interstate Gas Company 1969 


Data Compaction and Data Reduction April 
1969 
Academic Record Retrieval at October 


The Ohio State University 1969 


C.0.M.—Computer Output Microfilm January 


1970 
April 
1970 
Data Protection—The Engineering Drawing July 

1970 


October 
1970 


January 
1971 
April 
1971 
A Critical View of Micrographics Standards July 
1971 
October 
1971 


January 
1972 


The Computer Output Microfilmer to the Rescue 


MIKE—The Crime Fighter 
Microfilm Coding Systems 


Micrographics vs. Data Systems 


Commercial Total Records Service Companies 


Commercial Service—Part 2 
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Commercial Service—Part 3 April 
1972 
The Rules of the Micrographics Game April 
1973 
“Micrographics-ARMA Survey Report” 
Where and Who July 
1972 
October 
1972 
January 
1973 


What, When, Why & How 
Survey Authenticity 


“Micrographics Systems Series” 
By Gerald F. Brown, CRM 
The Feasibility Study October 

1974 


January 
1975 


Microforms 

Anatomy of Micrographics (Film/ Equipment) April 

1975 

COM Operations and Systems July 
1975 


October 
1975 


Roll Microfilm Applications 


“What Do You Do With a Million Fiche” January 
By Col. (Ret.) Leonard S. Lee, CRM 1978 


Conversion of paper records to microfilm mode is only one 
element of the total system which should provide for creation 
of the microform, inspection, duplication, viewing and storage/ 
retrieval. End users of the resulting records are generally not 
concerned about procedures used to produce microforms. In- 
stead, their interests center around having quality products 
promptly available when needed. This article discusses one 
aspect of that problem; namely, appropriate devices for stor- 
ing/retrieving microfiche for large-volume, dynamic systems. 


“Justification of Microfilm as an 
Information Media” 


By William D. Osburn, CRM, MRMA 


Microfilm is a records management technique with world-wide 
applications. This article, based upon a presentation before the 
South African Records Management Association, provides an 
excellent example of the International aspects of microfilm as 
well as some interesting cost and use comparisons. 


April 
1978 


“Microfilm Index and Retrieval Techniques” October 
By David A. Heimbach, CRM 1978 


Microfilm is a viable records management information storage 
and retrieval media if proper indexing techniques and stan- 
dardized formats are developed. The Los Alamos Scientific 
Laboratory has an on-line computer assisted retrieval data 
base for active correspondence files which describes and locates 
data retained on reels of microfilm. The Laboratory recently 
developed a procedure to upgrade the archived microfilm 
(1943-1971) by duplicating it to single perforated microfilm. 
This innovative procedure greatly enhances their capability to 
locate and retrieve archived data on a timely basis when 
required by management. 


“Update on the Magical Micrographics Media” October 

By Col. (Ret.) Leonard S. Lee, CRM 1978 
One of the most significant developments in recent years has 
been the introduction of updatable microfilm. While this was 
previously accomplished by splicing and jacket channel inser- 
tions, the ability to update microfiche appeared to be an 
insurmountable problem. Considerable progress has now been 
made and this article presents a current status report on this 
newest technique. 


“Help! I Need Another ARM—S!!!” 


January 
By Robert Odum, CRM 


1979 
73 
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Using the various management disciplines to meet information 
control and retrieval needs is a prime objective of the records 
manager. This article documents the effective use of records 
management, micrographics and computer technology in solv- 
ing a complex information problem. 


“What Do You (or Don’t You) Know 
About Selecting Microform Readers?” 

By Col. (Ret.) Leonard S. Lee, CRM 
Micrographic systems depend upon many factors—effective 
system design, proper techniques, appropriate equipment and 
supplies, and conscientious personnel. But of the variables, one 
stands out as most critical to success or failure. This article 
identifies the item, discusses considerations involved in its 
selection, and provides suggestions for insuring the optimum 
solution is ol-iained. 


“What Do You Want To Know About Updatables?” April 
By Col. (Ret.) Leonard S. Lee, CRM 1979 


Despite vast and spreading interest in updatable micrographic 
system equipment and media around the world, comparatively 
little has been published that is of direct practical value for 
prospective users concerning this new technology. Convention 
and seminar sessions on the subject are consistently well 
attended, and participants deluge speakers at the conclusion of 
presentations with further inquiries about the intricacies of 
updatable capabilities and operations. This article has been 
compiled to provide detailed answers to questions raised fre- 
quently by those audiences. 


January 
1979 


“Engineering Records—Searching 
for the Best 35mm Microform” 
By Martin Richelsoph 


Planning a microfilm system requires a careful examination of 
all microform possibilities. This article covers an evaluation of 
microforms as they might apply to engineering records from 
both an information processing and cost viewpoint. 


“What Do You Want To Know About Updatables?” July 
(Part Il) 1979 
By Col. (Ret.) Leonard S. Lee, CRM 


Part I of this article appeared in the April 1979 issue of the 
Records Management Quarterly and provided an introduction 
to updatables. This segment of the manuscript continues 
exploration of the subject and concludes with media handling 
precautions, resolution/density, productivity, downtime, costs, 
systems differences, predictions for the future, and information 
sources. 


April 
1979 


“Microfiche Automation Considerations” October 
By William J. Donaldson 1979 


The controversy between purveyors of manual versus auto- 
mated filing systems (and even among users themselves) rages 
endlessly. What is automation and when is it appropriate; what 
are the benefits, how do you justify such systems; should they 
be applied to all records or selectively; should action be taken 
now, or await the future? These and many other sources of 
bewilderment for the perplexed records manager are explored in 
depth in this comprehensive article prepared to assist those 
facing such decisions. 

Buzzwords are commonplace in today’s society—accepted as 
a sign of sophistication by many, but used to obfuscate the issue 
by others. In the field of document control, “automation” falls 
into this all too often unaligned category. During recent years, 
many corporations purporting to be harbingers of the “tech- 
nologies of the future” have resorted to loose use of semantics 
to describe their wares. Frequently this gross misuse is ac- 
complished by otherwise sincere well-meaning individuals 
(although some charlatans are to be found in their midst) who 
really don’t realize they are abusing the word. 


“Let’s Stop Deluding Ourselves” 
By Col. (Ret.) Leonard S. Lee, CRM 
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January 
1979 





The subject of “The Office of the Future” draws considerable 
attention at today’s conventions and seminars, but are these 
discussions fruitful? In this author’s opinion, they tend to 
distract administrators from realist’ ly addressing problems 
and instead, encourage procrastinat.on. This article sets forth 
his reasons and offers an alternate path to more positive and 
constructive action. 


“Shared Experience Really Teaches” July 
By Irene Hoffman Gring 1980 


The value of cooperative efforts amongst records administra- 
tors is demonstrated by the author’s discussion of the develop- 
ment of a company’s microfilm program and the contributions 
made by people outside the company. The article also covers 
the development of microfilm projects submitted to the Food 
and Drug Administration. 


“Storing Office Accounting 
Documents on COM” 
By J. Eddis Linton, CRM 


Records management has been defined as having the right 
information in the right format at the right time in the hands of 
the right person with the optimum cost benefit. In this 
presentation, which will be limited to the use of Computer 
Output Microfilm for the storage of office copies of invoices, 
credit notes, and statements, emphasis will be placed on two of 
these aspects—the right format at the optimum cost benefit. 


October 


July 
1980 


“What Happens After Systems Approval?” 
By Col. (Ret.) Leonard S. Lee, CRM 1980 


This is the first in a series of articles (each self-contained and 
covering a different phase) that deseribes events, factors and 
considerations involved in converting paper-mode record col- 
lections to micromedia and installing new systems. The articles 
are designed to furnish comprehensive, practical, how-to infor- 
mation that should be invaluable for individuals charged with 
such responsibilities. They are based upwn experience gained 
from accomplishments of such tasks during several large scale 
conversions (but are also applicable to small-to-moderate 
projects) and include philosophical and cost ramifications, 
discussions of alternatives, and recommended solutions. In 
totality, the series will provide one of the most detailed 
compilations of procedures and data currently available on the 
subject. 


“The Project Team Commences Operations” January 
By Col. (Ret.) Leonard S. Lee, CRM 1981 


This is the second in a multi-part series on converting paper- 
mode records to micromedia and implementing new systems. 
The first article covered steps taken immediately after man- 
agement’s approval of the new system. It included: deciding 
whether to accomplish records conversion in-house or as a 
turnkey operation with outside resources, selecting the project 
manager and staff, structuring the project team, office space 
and location, and logistical arrangements. This installment 
discusses pre-implementation requirements—actions that must 
be accomplished before actual records conversion begins. 


“Trials and Tribulations of Transformation” April 
By Col. (Ret.) Leonard S. Lee, CRM 1981 


This is the third in a multi-part series on converting papermode 
records to micromedia and implementing new systems. Pre- 
vious issues covered preparatory steps taken immediately after 
management’s approval of the system and activities required 
during the pre-implementation phase. This article discusses 
records conversion and its related problems, such as: document 
purging, structuring and formatting microforms, handling il- 
legible documents, equipment operations, quality assurance, 
legality, disposition, and security copies. Various permutations 
are presented/analyzed and reasons furnished for solutions 
recommended. 


“Office Automation: A Case Study” July 
By Katherine Aschner, CRM 1981 


Many managers confronted with large paperwork systems want 
(Continued on page 76) 
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to use office automation to streamline their operations. But 
where to begin? How to decide whether word processing, data 
processing, or micrographics holds the most promise? This 
article traces the evolution of the system design for a million- 
item correspondence data base. A few blind alleys and a few 
surprises occurred along the way to a final solution. 


“The End’s in Sight—Or Is It?” July 
By Col. (Ret.) Leonard S. Lee, CRM 1981 


This is the concluding article in the series on converting paper 
mode records to micromedia and implementing new systems. 
This segment describes actions involved in systems installation, 
conversion facility phase-down, project staff phase-out, follow- 
up monitoring and modifications, and systems maintenance/ 
improvements. 


“Unionmutual’s Inventory and 
Jacket Chargeout System (IJAC)” 
By Thomas M. Joyce 


In order to be effective, the office of the future will have to be 
able to collect, collate, store, and disseminate all types of 
information in a rapid, but efficient manner. The office will 
utilize a minimum of paper and maximize the use of electronic 
and electronic-related technology. This article describes the 
approach taken by one company to achieve this objective. 


“So You Decided to Microfilm” April 
By Col. C. J. Baker, U.S. Army (Ret.) 1983 


This article examines the factors to be considered in undertak- 
ing a microfilm project. The author provides a valuable evalu- 
ation of some of the technical problems involved and offers a 
ten rule approach to assuring a successful microfilming project. 


“Solution to Medical Records Problems” April 
By Robert E. Duggar 1983 


The patient related records that are maintained at the medical 
colleges, hospitals and clinics have grown in volume at a 
tremendous rate for the past ten years. This creates a major 
problem in having the needed documents available for refer- 
ence for the various users in patient care, teaching and 
research. This article discusses the problem solving approach 
taken by the Medical College of Georgia. 


April 
1982 


“Adventures in Microfilming: A 
Microfiche Pilot Project” 
By Susan L. Jenkins and A. Patricia Miller 


There comes a time in the life of most paper handling organi- 
zations when microfilming must be considered. In this paper, it 
is not the authors’ intent to describe the physical and technical 
aspects of the microfilming process, but rather to relate the 
planning and problems involved in attempting to implement a 
system to microfiche approximately 1400 internal proprietary 
company reports. 


April 
1984 


“Pathfinder: A Micrographics Proposal 
for Management” 
By Barbara H. Thompson 


The purpose of the Pathfinder is to present a formula or 
method for records managers to follow in calculating costs for 
microfilming for upper level management. Although the statis- 
tics in the article are based on the author’s own company 
experience, the formula can be followed by any records manag- 
er who has access to similar statistics for their company. 


April 
1984 
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“Implications of Office Automation 
for Records Managers” 
By Joan Boyle 


An examination of the new world of office automation and the 
effect it will have on the office environment and the role the 


April 
1982 
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records manager plays in the conversion to new technologies. 
The article indicates new and challenging responsibilities for 
records managers. 


“The Key to Office Automation” April 
By Robert A. Shiff, CRM 1983 


There’s a vivid phrase by the famous humorist (and academi- 
cian) Stephen Leacock about the man who “flung himself on his 
horse and galloped madly off in all directions.” It may not be 
too great an exaggeration to suggest that Leacock’s eager 
horseman brings to mind many managements which, beguiled 
by accounts proclaiming that “the office of tomorrow is here 
today,” invested heavily in office automation—and then having 
“galloped madly off in all directions,” were surprised and 
chagrined that the expected increases in administrative pro- 
ductivity did not materialize. 


“Electronic Filing in the 80’s” October 
By John McAfee 1983 
An examination of the impact electronic filing is having on 


traditional approaches to handling records. The author also 
discusses some of the new technologies causing this impact. 





PERSONNEL AND RECORDS MANAGEMENT 
TRAINING 





“People and Records” July 

By Dr. Irene Place 1967 
People are the major cause of paperwork problems. This leading 
business educator discusses some of the weak points in our 
training programs for records personnel and offers some mean- 
ingful guidelines for ccerrecting these weaknesses. 


“Introducing New Employees to 
Records Management” 

By Dolores Russeil, CRM 
To assure the continued effectiveness of a company’s records 
program, new employees must be made aware of the objectives 
and benefits of such a program. Here is an orientation lecture 
that emphasizes more than the “tricks of the trade.” 


January 
1969 


“Creativity—Releasing the Energy of Ideas” July 

By Wallace C. Andrews 1970 
The ability to recognize creativeness in employees and to 
encourage its development can be of extreme value to manage- 
ment. This specialist in human resource development examines 


some important questions about creativity and suggests possi- 
ble answers. 


October 
1971 


“Collegiate Education for Records 
Management—A Challenge for the 70’s” 
By James C. Bennett, CRM 
and Harry N. Fujita, CRM 

This paper provides a current examination of the educational 
requirements of records managers and what a collegiate course 
of study should include. A careful analysis of course methods of 
instruction and alignment with the ARMA Certification Pro- 
gram is also made. 
October 

1971 


“One Technique for Teaching Records 
Management” 

By Arthur S. Norris 
This report on the teaching of Records Management at San 


Jose State College, San Jose, California, is an appropriate 
addendum to the above article. 


October 
1972 


“Records Management Training— 
Your Company Needs It” 
By Gayle Gammie 


This thorough analysis of the benefits to be derived from a 
well-defined training program supports the author’s thesis that 
training forms a major part of effective records management. 
Suggestions on whom to train and various training formats are 
presented, with reference to their value to both management 
and the employee. 
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“High School Students Learn Records 
Management from Business” 
By Peter Pompetti 


The Academy for Career Education, a new secondary school 
concept funded by the National Institute of Education, pro- 
vides high school students with extensive exposure to many 
different kinds of jobs and to hands-on experience with actual 
career and life skills. This author sees such schools as an 
additional opportunity for developing professional records 
management personnei. 


April 
1973 


“Is Management Training Meeting the 
Needs of Individuals Today?” 
By Carol Bliley Markow 


This provocative article presents a categorization of individual 
differences and an evaluation of how individuals with widely 
varying traits respond to different training concepts and man- 
agement techniques. 


January 
1974 


“People Before Paper” October 
By Anthony P. Farr 1974 


This author’s approach to records management concentrates 
on peopie rather than paper. His case is well documented and 
convincing. It offers a refreshing concept for the records 
administrator, who today must combat the complexities of 
computer and micrographic technology. 


“Education for Records Management in the 
Two-Year Community College” 
By Dr. James C. Bennett, CRM 


A survey report on the status of records management education 
in community colleges showing course titles, enrollment, 
teaching materials and techniques used, and offering some 
recommendations for expanding and improving educational 
opportunities on that learning level. 


January 
1976 


“A Two-Year Curriculum in Records 
Management at a Michigan State College” 
By Eleanore L. Rudolph and Ann M. Remp 


Recent issues of the Records Management Quarterly have 
emphasized the increasing attention ~~ placed on formal 
education for records management. More and more colleges 
and universities are introducing courses of study on the subject. 
Here is a detailed report on such a course being offered at Ferris 
State College. 


October 
1976 


“Records Management at the Appaloosa Club” July 
By Suzanne Curtis Marks and Janice Brobst 1977 


Exposure to actual records management programs is one of the 
most effective means of training students in this important 
administrative activity. A class project at Washington State 
University provided such an opportunity and, as presented 
here, also gives an excellent case study on how a national 
association manages its records. 


“Records Managers and Records Educators as 
Change Agents: What Can Training Accomplish?” 
By Ann R. Remp 


An educator takes a long range planning view of training and 
the factors that will determine its effectiveness. The concept of 
change agents is a very interesting one. Each is considered in 
terms of how they will impact the records management profes- 
sion and educational community. 


July 
1977 


October 
1977 


“People Management in 
Records Management” 
By Bernadette Pyter Muck 


Records Managers manage people as well as records. Skills as 
supervisors—people managers—are as necessary to the success 
of records programs as are records analysis skills. This article 
discusses four types of record job positions in terms of duties 
and qualifications, selection, training, and performance ap- 
praisal. 
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“Listening: The Key to Communication” January 
By Vincent D. delaMontaigne, II 1978 


The records manager is continually involved in the process of 
selling various aspects of a records management program. 
Discussions with records personnel, operating and supervisory 
personnel, and top management require an ability to present a 
point of view in a clear and concise manner. It is equally 
important that the records manager also understand the art of 
listening. This article discusses the “hows” of proper listening. 


“Records Management January 
Operational Organization” 1978 
By Charles E. Cosgrove 


An organizational chart represents establishment authority 
while an operational chart represents procedural positions. 
This article describes positions and their relationships within a 
total records management system. 


“A Blueprint for Establishing a Records January 
Management Educational Program” 1979 


By Albert A. Fields, Jr... CRM 


The key to professional development is education. In recent 
years courses and degree programs in Records Management at 
universities and colleges have increased in number significant- 
ly, yet many communities lack scholastic coverage of this vital 
management control technique. This article presents a plan of 
action for initiating a records management education program. 


“Office Management Manuals” April 
By Kathryn C. Hogan, CRM 1980 


The preparation and maintenance of office information and 
procedure manuals are keys to internal management commu- 
nications. Development of five important records management 
manuals are illustrated and discussed here. 


“Do You Stop, Look and Listen to 
Speeches???” 
By Col. (Ret.) Leonard S. Lee, CRM 


A very valuable guide for conference planners and speakers on 
program planning and speech preparation. The author, a noted 
lecturer on records and information management, offers a 
useful form for speaker evaluation. 


April 
1980 


“Education and Information Trends” July 
By Suzanne Gill 1980 


The St. Louis Community College at Florissant Valley under- 
took a series of surveys during the fall semester 1979 to examine 
the potential and future direction for the library technical 
assistant program. 

There was an undocumented feeling that the full potential of 
the skills being taught in the program were being underutilized. 
It was felt that there was a broader job market for graduates 
and a wider range of potential students than the volunteers 
who had worked in a school library that were now applying as 
students. 

The results of the surveys showed that the term “library” 
conveys a negative image, but the term “information” conveys 
a very positive image. 

The results also show that a multidisciplinary, interdisci- 
plinary approach will be used in the future by both industry 
and educational programs to manage information and to train 
information personnel. 


“Library and Information Science: April 
the Educational Base for Professional 1981 
Records Management” 


By J. Michael Pemberton, Ph.D. 


This article provides a valuable contribution to the concept of 
an interdisciplinary approach to information management. 
Using library and information science as a base, the author 
examines the relationships between that discipline and records 
management, and offers some valid reasons for a shift in 
required education from business schools to schools of library 
and information science. 


77 
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“Records Management as a Career” July 
By Ralph Westington 1981 


An examination of the opportunities and benefits available in 
the field of records management with special reference to the 
factors which can lead to successful careers. Although the 
article is directed toward Canadian positions and rates of pay, it 
provides interesting comparisons for individuals in the United 
States seeking career decisions in the records and information 
management profession. 


October 
1981 


“Professional Development of Records 
Managers in a University Degree Curriculum” 


By Holly B. Aas 


This article discusses the records management internship 
program offered through the University of North Dakota. The 
author, a participant in the program, relates her experiences 
and reactions as well as those of others who have participated 
in the program. 


“Records Management Courses in 
Accredited Library Schools: 
A Rationale and Survey” 


By J. Michael Pemberton, Ph.D. 


Changes in the topography of the information field will require 
that library and information science educators explore and 
become committed to new markets such as records manage- 
ment. A survey of accredited schools of library and information 
science shows the extent to which separate courses in records 
management are currently being offered. Over time, further 
study will show additional relationships between these two 
interdisciplinary fields and confirm the utility of interest and 
involvement on the part of library and information science 
educators in records management education. 


July 
1982 


October 
1982 


“Records Management in Its Intellectual 
Context: Experience at Berkeley” 
By Dean Michael K. Buckland 


Educational planning should be based on explicit assumptions. 
The School of Library and Information Studies at the Univer- 
sity of California, Berkeley, has developed a master’s program 
of professional education for records management. During the 
design of this program it was assumed that (i) the quantity of 
documents and data is increasing; (ii) the significance of 
information is increasing; (iii) there is a diversification among 
information professionals; (iv) a technological shift is affecting 
us all; (v) there is a profound convergence (in theory, in 
technology, and organizationally) as different sorts of informa- 
tion managers become more sophisticated; and (vi) the teach- 
ing of current good practice is not enough. The steps taken to 
develop a program (as opposed to a course) in records manage- 
ment within the context of a broad range of information 
management specialties is described. 


“Why Not Be an Author” January 
By Betty R. Ricks, CRM and Kay F. Gow 1983 


Every records administrator has had an experience or experi- 
ences worth sharing with others. Those who have never written 
for publication often feel they have nothing important to say, 
they don’t know where to begin, or they are convinced that no 
one would want to publish anything they wrote anyway. To 
help you overcome this reluctance to venture into the un- 
known, and to encourage you to share your experiences, this 
article examines some of the reasons for writing, some types 
and techniques of writing, and how and where to publish. 


“On Writing” April 
By Buddy Robert Silverman, Ph.D. 1983 


The author has developed a practical approach to clarity, 
accuracy and brevity in writing, the “Optimum Legibility 
Formula.” The concept of the formula is examined and exam- 
ples of how it is applied are presented. 
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“Information and Records Management 
as a Career” 

By Robert L. Bailey, CRM 
An educator reviews the concept of “information and records 
management,” and discusses the qualifications required for one 
to become a successful records management professional. 


April 
1983 


“Using Quality Circles for Effective 
Communications” 
By Bill Ellis 

Economists are recognizing that productivity increases in 
service industries are more difficult to obtain and measure. 
Quality improvement seems to be the key but requires detailed 
knowledge of the work being done. More managers are recog- 
nizing that employees doing the work have a better view of 
what is going on and only need “structured methods to effect 
improvements.” The Quality Circle developed as such a meth- 
od. 


“Handwriting—A Building Block to Success” 
By Mary Flo Cleaver, MGA 


January 
1984 


January 
1984 


“Using Videotape for Records 
Management Training” 
By Scott Carlberg 


This article discusses the approach taken by one organization 
in meeting the communication needs of its records manage- 
ment program. Videotape represents one of the most effective 
devices for this purpose and the case study presented here 
should be of special interest to all records managers. 


April 
1984 
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“Features of New Records Center Buildings” January 

By William Benedon, CRM 1967 
This analysis of the physical features required for an efficient 
records center is based on a study of seven newly constructed 
centers. It provides a practical guide for industry and govern- 
ment planning purposes. 


“Fire Protection for Archives and 
Records Centers” 


By Harold E. Nelson 


How to protect records center holdings against fire continues to 
be a question of major concern to records managers. This 
article by a fire prevention engineer from the General Services 
Administration contains some valuable solutions to this prob- 
lem. 


January 
1968 


“California Bear Vs. the Paper Tiger” April 
By Robert C. Woodall, CRM 1968 


This review of the programs and methods employed by the 
State of California in meeting its paperwork problems offers a 
valuable guide to other state governments throughout the 
nation. 


“Planning the Records Center of the Future— 
Industry and Government Viewpoints” 

By William L. Rofes, CRM (Industry) 

Benjamin F. Cutcliffe (Government) 

The records center continues to be one of the most valuable 
features of a records management program. However, as new 
techniques in processing and handling information come into 
being, the traditional center will have to respond to new 
methods for storing and retrieving data. This paper offers a look 
into the future and suggestions for action. 


“The State of Ohio Records Center” July 

By Robert N. Allerding, CRM 1974 
The opening of Ohio’s first State Records Center in March 1974 
marked the culmination of nearly two decades of concern for 
centralized control and supervision of state records. This 
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1971 
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article discusses some of the special services and facilities the 
Center will provide. 


“Computerized Records Center October 
Indexing System” 1975 
By Robert B. Austin, CRM 


Prompt retrieval of information is one of the prime functions of 
the modern records center. The computer has enhanced this 
capability by providing systems for the indexing and loc ating of 
information. This article presents one such system in operation 
at Chevron Oil Company. 


“Fire Protection of Records—By the Use of 
High Expansion Foam” 
By Charles H. Yoho and Thomas W. Riley, CRM 


Fire protection is one of the main safety factors to be consid- 
ered in the planning and operation of a records center. Selecting 
the proper warning and reaction device requires a knowledge of 
the technical aspects of the type of equipments available. This 
article describes the high expansion foam system in use at Ohio 
Power Company. 


“Getting It All Together” October 
By Lora L. Smart 1978 


Ms. Smart was recipient of the Greater Los Angeles Chapter 
(ARMA) 1977 Research Paper Award for this submittal while a 
student at California State University, Northridge. 

Records are continuing to grow at an ever-increasing rate. 
Economizing through increased efficiency is the key to lowering 
records storage costs. The well planned records center can 
substantially reduce the volume of records maintained by a 
company, reduce the need for extra filing equipment, provide 
low-cost storage, record security, and provide efficient reference 
service. 

Office space and active records storage area space are expen- 
sive and scarce. The records center can save office space—and 
space saved is money saved. The professional records center 
offers more safety for inactive records than other means of 
storage. And, the records center can answer requests for 
information rapidly. 

Approximately 30 percent of a company’s records fall into the 
inactive classification. Inactive records are records to which 
reference is made only occasionally. Inactive records must be 
available for many reasons. 

The choice between a commercial records center and a 
company records center must be thoroughly examined. The 
commercial facility is generally used by the small company, 
while the company facility is generally the luxury of the large 
company. 

Safety, security and economy are carefully integrated into 
the construction and operation of the records center. The 
operational systems, indexing, and numbering systems facili- 
tate in transferring, processing, retrieving, refiling and disposal 
of the inactive records. 

The records center is a big part of records management, and 
simplicity is desirable. 


April 
1976 


“User Study of a Large Corporate July 
Records Collection” 1980 
By Glenn Humphress 


One of the key factors in the successful operations of a records 
repository is continuous use of its holdings by using organiza- 
tions. This article reports on the findings of a company study to 
determine the effective level of use of such facilities and 
provides many interesting measuring techniques. 


“New Records Storage Facility January 
At State of Arizona” 1982 
By George C. Cunningham 


As the Records Center continues to serve a vital role in Records 
Management programs, more and more companies and govern- 
ment agencies are remodeling old or constructing new facilities. 
Here is a case study of the State of Arizona’s approach. 


“Computerized Records Inventory System” 


April 
By Betty Wall 


1983 


New products, regulations and company growth conspire to 
produce an avalanche of records. Without a comprehensive 
records inventory, that landslide can bury a records center, as 
Burroughs Wellcome Company discovered during a period of 
rapid growth in the 1970s. 


“What’s in the Box” April 
By Rae Leaper 1984 


Standard Oil Company of California cleans house and finds 
more trash than treasure. The impact of litigation on a 
company’s records holdings and the thorough examination of 
records needed to assure proper compliance with “hold orders” 
are well documented. This article appeared in the Standard 
Otler, a company publication, and is reprinted here, with 
permission, because of its valuable guidelines for records 
managers. 
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“Engine of the Eighties” January 
By James H. Binger 1967 


We have succeeded in building a nation and we hope eventually 
to build a world in which the provisions for human needs are 
largely automatic. This author holds that the computer fits the 
process of such automation nicely. 


“How to Sell a Program” January 

By Margaret Fenn 1967 
Records management should be viewed as a service badly 
needed by most concerns but often neglected. This article 
suggests ways that anyone interested in an improved records 
management program might attempt to sell that program in his 
organization. 


“Investigative Techniques—Survey and Audits” April 

By Terry Beach 1967 
A carefully planned and executed survey can produce excellent 
results for management. Mr. Beach offers some practical 
suggestions for those undertaking a records management sur- 
vey or audit. 


“Systems Analysis and Work Simplification for April 
Information Management” 1967 


By Dr. Roger H. Nelson 


This paper is directed toward a review and examination of the 
total systems and work simplification concept—suggesting 
some of the difficulties as well as rewards of this approach to 
solving information management problems. 


“Taming a $225 Million Paper Tiger” July 
By William Benedon, CRM 1968 


In 1967, Governor Reagan of the State of California established’ 
a Governor’s Committee on Efficiency and Cost Control. This is 
a report of the industry task force that reviewed the state’s 
records management activities. 


“Records Management in the Home” July 

By Judy Beck 1968 
Many records managers reach heights of efficiency in their 
company operations, but become symbols of inefficiency wk en 
they attempt to organize their household records. Don’t de- 
spair! Judy Beck is here to tell you how to correct the situation. 


“Paperwork—An International Problem” October 

By Tom Lovett 1968 
The problems of paperwork confronting business, industry and 
government are not restricted to any one nation. This article by 
a leading Australian consultant emphasizes the international 
nature of records management. 


“The Expanding Horizons of Records 
Management” 
By Robert E. Weil 


The greatest challenge for the records manager lies ahead. His 
progress will be determined by his knowledge of the accepted 
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principles of records management and his ability to expand 
these to meet new innovations. The author supplies convincing 
support for these views on the future of records management 
and the records manager. 


“A Yardstick for a Successful Career in 
Records Management” 
By William J. Gray, CRM 


One measure of a profession’s maturity, and records manage- 
ment is no exception, is its ability to attract talented and 
competent craftsmen. This article discusses some of the ad- 
vantages of the records management profession and the quali- 
ties required of those in or entering the field. 


April 
1969 


“University-wide Records Management” July 
By Gerald L. Hegel, CRM 1969 


This is a brief summary of the development of the records 
management program at the University of Missouri. It repre- 
sents another example of how institutions of higher learning 
are coping with paperwork problems. The program covers the 
activities on the four campuses of the University, plus some 
off-campus activities. 


“The Executive Viewpoint of Records October 

Manageme 1t” 1969 
By Thomas T. Brekka (Treasurer, Rohr Corporation); 
W. F. Rockwell, Jr. (Chairman, No. American Rock- 
well) and Donald S. Brooks (Office of General Counsel, 
Merck & Company, Inc.) 


Three leading business executives express their viewpoints on 
records management in this joint presentation. Their com- 
ments on the importance of records to corporate management, 
the impact of records programs and the legal considerations of 
records management represent a meaningful endorsement of 
such programs for industry, business and government. 


“A Graphic Concept of Records Management” October 
By Harry N. Fujita, CRM 1969 


Although detailed procedures are essential in records manage- 
ment, this author suggests that sometimes a look at the 
“forest” is a helpful reminder. 


“The Changing Concepts of Management” January 
By Robert L. Kunzig 1970 


Technological advances in automation and miniaturization 
have had a significant effect on business attitudes toward 
paperwork. It has become apparent that maximum benefits 
from these devices can be achieved only through a proper 
understanding of essential paperwork controls. 


“Advanced Records Management” January 
By Donald F. Evans, CRM 1970 


The existence of a records management program within an 
organization does not necessarily mean successful control. 
Awareness of new developments in control techniques and their 
application must also be present. What these new develop- 
ments are and how they can be used are discussed by a leading 
records manager. 


“Boeing Discovers a Waste Basket Bonanza” January 
By David D. Field, CRM 1970 


This is an excellent portrayal of how one company effects a 
continuing paperwork clean-up program. 


“Is Records Management a Dead Issue” April 
By William J. Gray, CRM 1970 


Is the records manager a victim of technological advances? Can 
he meet the challenge of change? These and other questions are 
considered by this author. Answers that will enable the records 


manager to face the 70’s with optimism and determination are 
provided. 


“Value Accounting—Challenging Concept in 
Office Administration” 


April 
1970 
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By David C. McMurtry and James C. O’Bannon 


Value accounting is an effective measuring device in both 
financial and administrative areas of business. Some joint 
viewpoints on its broadening application are presented in this 
discussion by an educator and a businessman. 


“Obtaining Maximum Benefits from July 

Records Management” 1970 
By Nancy A. Sanfelippo and Charles P. McLarnon 

A clear understanding of records management is essential to its 

successful implementation. This article describes and explains 


the various aspects of records management and how they 
combine to produce the best results. 


“Records Management and the Small 
Business Firm” 
By Dr. James C. Bennett, CRM 
and Frederick N. Berkey 


An often neglected area for systems discussion—the small 
business firm—is examined in this article in terms of the firm’s 
awareness and use of records management techniques. 


“Ethics of Information Management” October 
By Richard H. Lytle 1970 


This searching examination covers the effects of technological 
advances in information collection and processing on the rights 
of individuals. The effects of such advances on professional 
ethics is also addressed. 


“The Paper Fall Out—Controlled” October 
By David D. Field, CRM 1970 


This detailed discussion of the various elements of a records 
management program identifies what they are and how they 
are applied. Most important, suggestions are given on how a 
records management program can improve business opera- 
tions. 


“The Fifth Estate” April 
By Jack E. Lee 1971 


Business today is confronted by an endless variety of profes- 
sional organizations, each, supposedly, assisting it in a specific 
area of need. In total, they are all directed toward one 
objective—information management. Our author refers to this 
mixture as a “hot bowl of alphabet soup.” He maintains that 
the only way to cool it, is to stir vigorously. Grab a spoon and 
join him as he discusses the results of such action. 


July 
1970 


“Principles of Effective Records Management” April 
By O. Crawford Jenkins, CRM 1971 


Maximum benefits from a records program can best be achieved 
if all information processing activities are integrated into a 
single control. This article reviews some of these activities and 
presents a working example of such an approach. 


“Ecology and Economics in Records Recycling: 
A Pandora’s Box” 
By Harry N. Fujita, CRM 


Are records managers doing all that can be done to take 
advantage of the ecological and economic values to be consid- 
ered in destroying records? The effects of recycling and the 
efforts being undertaken in that area are considered in this 
article. 


July 
1971 


“Organizing for Increased Executive Effectiveness” April 

By Vernon L. Casson 1972 
The operational effectiveness of an organized group is at its 
optimum when the mutual compatibility of the group and its 
leader is at its peak. In this article addressing organizational 
design in business enterprises, the author defines guidelines for 
structuring business and industrial organizations to improve 
decision making and enhance performance. 


“State Records Management Programs: 


April 
A Status Report” 


1972 
(Continued on page 82) 


RECORDS MANAGEMENT QUARTERLY 





























Records Management Quarterly— 
Cumulative Index of Articles (Annotated) 
(Continued from page 80) 
By Thornton W. Mitchell, CRM 


A valuable commentary on the trends in state records manage- 
ment and graphic analysis of the findings are presented in this 
1971 survey of records management programs in state govern- 
ments. 


“New Horizons in Records Management” July 
By Ben Cramer 1972 


This author discusses the shift in emphasis that is needed in the 
records management field and in the recognition of original 
document. A graphic analysis of the findings is presented in 
this, a forecast of future techniques for information creation 
and retrieval. 


“The University of Washington Records 
Management Program and Its Impact on 
Campus Records” 

By Peter M. McLellan, CRM 


This presentation provides an excellent guide for those in- 
volved in the management of records at institutions of higher 
learning. It briefly describes the background, present opera- 
tions, impact on campus programs and future direction of the 
records management program at the University of Washington. 


“Mile High File Pile” October 
By Joseph H. Santone, CRM 1972 


Despite records management programs, the paperwork explo- 
sion continues at a fantastic pace. This fortifies the need for 
concentrated control of paperwork generation and dedication 
to the destruction of worthless records. This article details the 
imaginative and practical approach used by one company in 
keeping its records from reaching an unmanageable “mile high 
pile.” 


“The Local Records Program” January 
By Frank D. Gatton 1973 


This account traces the development and implementation of 
the local records program in the State of North Carolina. 
During a twelve-year period, this state-financed program in- 
ventoried the records of every county, microfilmed all perma- 
nently valuable records, and repaired all deteriorating papers of 
value. The permanently valuable records of municipalities and 
churches were also microfilmed. The continuing phase of the 
program is also outlined by the author. 


July 
1972 


“Records Management—a Live Experience in 
Quebec Hydro Electric Commission” 

A Bi-Lingual Report translated by 

Denis Deslongchamps, CRM 


This is a bi-lingual (French-English) report on how Quebec 
Hydro Electric established its records management program. 
The author details how the complex problems of handling the 
records of a major company were reduced to the simpler 
problems of good classification and destruction of unnecessary 
records. 


“The Challenge of Change” April 
By Eldon C. Hanes 1973 


The impetus of new technology has been rapidly transforming 
the records management function. This article reviews the 
effects of new technological applications to records manage- 
ment at Bell Systems and discusses what others can do in 
mastering new innovations to serve the goals of their organiza- 
tions. Centralization of records management and the impor- 
tance of the systems approach are stressed. 


“Modern Records Office Concept for All Workers” April 

By David C. McMurtry 1973 
As his answer to the question of what a records office is, this 
author presents a schematic model used in teaching office and 
records management at the University of Kentucky. Compo- 
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nents of the model include the objective, function, physical and 
environmental factors, time and cost standards, and the system 
through which the work is accomplished. 


“Be a Dream Merchant” July 
By Joseph L. Wright 1973 


This author holds that the successful records manager must be 
a dream merchant—a person with the imagination and ability 
to convert dreams into reality. He discusses the need to look to 
the possibilities of tomorrow and to gain the expertise required 
to develop and “sell” the challenging ideas applicable to records 
management. 


“Records Management for Small Institutions: 
The Small Government College” 
By John C. L. Andreassen 


Government departments and ministries are increasingly gov- 
erning what records state-supported colleges anc universities 
must create, report on, and live with. In this article, the author 
outlines the data elements to be required of colleges and 
universities in the Province of Quebec and addresses the 
problem of selecting faculty materials for archival retention. 


October 
1973 


July 
1973 


“Selling Records Management: 
A Practical Approach” 

By Eugene E. Iker 
This guideline for convincing management of the need for a 
records program should help overcome the skepticism, disin- 
terest and preoccupation with problems considered of greater 
importance which are often encountered. 


October 
1973 


“The State Viewpoint: Georgia and 
South Carolina” 
By R. Linton Cox, Jr. and Jerry M. Stewart 


Two practitioners of state records administration discuss the 
approaches taken by their respective states in implementing 
records management programs, from the statewide viewpoint 
and from that of a single agency—a campus of a state university 
system. The need to sell the program encountered on both 
levels led to development of the effective “sales” procedures 
presented by these authors. 


“Records Management and the People” January 
By Denis Deslongchamps, CRM 1974 


As in any systems program, the most important factor in a 
records management program is “people.” This article, pre- 
sented in both English and French, examines the levels of 
management involved in the implementation and functioning 
of a records program and what can be done to obtain maximum 
results from each level. 


“Records Management and the Paper Crunch” January 
By Harold Roger Hart, CRM 1974 


It is essential that records managers understand the nature of 
the present paper shortage. The author reviews the extent of 
this shortage, basic causes for the high price of paper and the 
substantial increase in paper requirements in recent years. He 
discusses alternatives to paper products that are available now, 
or being planned, and steps that can minimize paper shortage 
problems. 


“The Audit Function in Records Management” April 
By Wilfred J. Martinez 1974 


This article examines the use of internal audits in determining 
the effectiveness and workability of a records management 
program. The essential procedures to be evaluated are covered, 
and a suggested audit program provides an orderly list of the 
steps to be followed. 


“The Missing Link of Records Management: 
The Organization of Records at Work Stations” 
By Shlomo Porat 


Research has shown that over twenty percent of an office 
worker’s time is lost looking for papers which are too often 
hidden under the jumble on a cluttered desk or in a chaotic 
drawer. The author lists corrective actions that should be taken 
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and advocates the design of more functional desks, drawers and 
shelf units. 


“Function of the Records/Systems Analyst” July 
By James F. Frain, CRM 1974 


Fact gathering is an essential part of any systems study. This 
article stresses the data gathering function of the records 
analyst and presents data collection and evaluation techniques 
applicable to a records management study. The importance of 
the human element in a systems design is brought into focus. 


“Selling with Facts” October 
By Allen N. Keegan, CRM 1974 


The manner in which a records program is presented to 
management can have a significant bearing on its acceptance or 
rejection. This article emphasizes the need for accurate facts 
properly reported and publicized. It also includes valuable 
suggestions for visual aids. 


“Records Management: Toaay and Tomorrow” January 
By W. Lamar Lovvorn 1975 


An executive examines the impact of records management on 
information and data requirements in business, as they exist 
today and as they will exist tomorrow with changes in business 
technology and the business environment in general. 


“Future Challenges for Records Managers” January 
By William Benedon, CRM 1975 


A records manager’s progress is determined by individual 
ability and interest in records administration, by the organiza- 
tion of which he is a part, and the technology with which he 
works. This article examines these elements as it considers 
some of the challenges facing the records manager. 


“The Don’ts of a Good Records 
Management Program” 


By Donald F. Simpson 


Usually when the subject of selling records management is 
discussed, comments are primarily based on what to do. This 
article offers a what not to do approach and the don’ts are of 
considerable value whether you are starting a program or 
managing an existing one. 


January 
1975 


“Public Information Centers as a Service 
of Records Management” 
By Harry N. Fujita, CRM 

Records and information management traditionally serves the 
organization alone. However, it can also serve the general 
public. This is Part I of a two-part series on information centers 
and considers the conditions involved in Public Disclosure vs. 
Rights of Privacy. 


April 
1975 


“Records Management for Tomorrow—New 
Opportunities and Critical Responsibilities” 
By David P. Snyder 

While the future presents many significant challenges for the 
records manager, it will also provide many exciting opportuni- 
ties. The author considers these factors in light of technological 
changes and the impact of information privacy and secrecy on 
the role of records managezs and administrators. 


April 
1975 


“Public Information Centers as a Service” July 

By Harry N. Fujita, CRM 1975 
This is Part II of a two-part series on information centers. Part 
I concerned itself with a discussion of the conditions involved in 
Public Disclosure vs. Rights of Privacy. This concluding part 


covers the concept and operations of a Visitors Information 
Center. 


October 
1975 


“Ecology—Records Management’s 
Responsibility” 

By Peter M. McLellan, CRM 
This issue of ecology—resource recovery and recycling—is un- 
questionably one of the most complex socio-economic problems 
facing our nation—and the world—today. For the small com- 
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pany, a successful or unsuccessful program may rest on thor- 
ough research, right timing, and dogged determination. For the 
very large company, a successful program will be dependent 
upon almost the same factors that surround a new marketing 
venture of product, process or service. The author suggests 
“almost,” because there are new factors and new consideration 
to take into the equation of success in recycling. These are, of 
course, requirements for basic changes in values that will 
hopefully lead to survival. 


“Why Records Management Is Important” 
By Dr. James B. Rhoads 
and Dr. Wilfred I. Smith 


The Archivist of the United States and the Dominion Archi- 
vist-Canada discuss the current status of Records Management 
in governmental operations. The comments, made at the 20th 
Annual Conference of the Association of Records Managers 
and Administrators, clearly demonstrate why records manage- 
ment has become such an essential part of management’s 
programs for efficiency and cost control. 


January 
1976 


“Libraries, Records Management, Data 
Processing—An Information Handling Field” 


By Theodore J. Vander Noot 


This paper is divided into four parts. The first part looks at the 
problems of information handling as they exist today. The 
overlap between the worlds of the data processor, the librarian, 
and the records manager is explored. The second segment looks 

at some of the economic and social reasons behind the failure of 
information handling to keep pace with the modern world. 
Third part deals with a conceptualization of what an ideal 
information handling system, at least in the records manage- 
ment area, must look like. The final section deals with a new 
approach to analyzing the problems that face us all, and a 
solution which seems to satisfy all the conditions of an ideal 
system. 


“There Ought to Be a Law” April 
By Robert H. Lando 1976 


To most effectively administer a records management program 
today, the records manager must be aware of, and understand 
new legislation being enacted on various levels of the govern- 
ment, particularly as such legislation concerns the use of and 
the availability of records. This article presents an excellent 
review of records legislation on the Federal level. 


January 
1976 


“Creating Management Awareness for a July 


Records Management Profession” 


By Peter M. McLellan, CRM 


One of the questions most frequently raised by individuals 
initiating a records management program is, “How do I sell 
management on the idea?” This article presents a practical 
response to the question by outlining, not only what is needed 
to keep management aware of records management, but what is 
needed by the records manager to keep him professionally alert. 


“Relocating a Records Management Operation” October 
By Robert P. Morin, CRM 1976 


The records manager, because of his interest in all aspects of 
paperwork, will become involved in office moves. These moves 
vary from a simple rearrangement to a complete relocation. A 
step-by-step plan is outlined in this article covering both the 
preparation and the physical move requirements of particular 
value to the records manager. 


1976 


“Records Management and the April 
Office of the Future” 1977 
By Robert A. Shiff, CRM 

A look into the future and the impact new technology and 
concepts of record keeping will have on the role of the records 
manager. The author also examines the functions of adminis- 
trative support centers and the manner in which they fit into 
the changing office environment. 


“Records Management in the Cleveland Electric 
Illuminating Company” 
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By Joseph Santone, CRM 


A case study on how a leading utility company organized and 
implemented a program of records management. Each element 
of the program is discussed in terms of its objectives and the 
manner in which these objectives were met. Promotional 
materials used in the selling of the program are illustrated. 


“A Story of ... Thread and... 
Records Management” 
By Ira Rosenkoetter 


For nearly 180 years the functions of using forms and records 
were performed, and the need for detailed procedures for 
managing records were developed, until fruition was realized in 
May 1974, when the decision to combine all records manage- 
ment activities under a single control in Coats and Clark’s 
many faceted operations. This article combines records man- 
agement past and future to weave an interesting and informa- 
tive story. 


July 
1977 


“FARPA: Anatomy of an Organization” July 
By John D. Faibisy, Ph.D. 1977 


This paper examines the administrative tasks and organiza- 
tional structure of the Forrestal Army Records Processing 
Activity (FARPA). The Activity, a part of the Access and 
Release Branch, Records Management Division, Office of the 
Adjutant General, Department of the Army, involves a coop- 
erative effort between the educational community and the 
government in solving a major records processing requirement. 


“Let’s Bring Paperwork Management 
Out of the Filing Cabinet” 

By Forest W. Horton, Jr. 
An examination of the status of the paperwork management 


profession and suggestions as to how best to improve its image 
and obtain maximum benefits from its principles. 


July 
1977 


“Theory P: Organizational Effectiveness 
Through Simplistic Responsiveness” 
By Buddy Robert S. Silverman, Ph.D. 


Well-intended commitments of funds, great displays of activi- 
ty, periodic reorganizations, programmed alibis, and responsive 
austerity cannot substitute for a sound theoretical base. Man- 
agers need a theory to explain the relationship of paperwork to 
productivity and programs; a theory to link people and paper- 
work with performance. The flow of paperwork carves its face in 
every organization. 


July 
1977 


“Library and Records Management 
by Objectives” 
By Dolores E. Russell, CRM 


Records and library materials are two sources of information 
that are vital resources for an organization’s growth and 
efficiency. In recognition of that point of view, separate training 
sessions devoted to management of centralized files and man- 
agement of libraries were included for several years in the 
national conference programs of the Association of Records 
Managers and Administrators. In 1976, the two sessions were 
combined with the author as leader. Emphasis was placed on 
the similarity of skills required to manage centralized files and 
to manage libraries. Any dissimilarities that may exist were not 
discussed. This paper is a condensed version of the conference 
presentation. Its theme is management, but it is limited to 
certain managerial skills which are rarely addressed in the 
literature of records management. 


October 
1977 


“The Incompetence by Affiliation Syndrome 
and Its Effects on the Management Analysis 
Function of An Organization” 

By Ira A. Penn, CRM 
A new concept, the Incompetence by Affiliation Syndrome 
(IBAS), was conceived to explain certain relationships between 
workers in a given organization. The author, in discussing his 


October 
1977 


84 





theory, considers its effects on the management analysis 
function. 


“Putting Paperwork Back in Its Place” January 
By Congressman Frank Horton (New York) 1978 


The Federal Paperwork Cornmission Act (P.L. 93-556) estab- 
lished a 14-person Commission to study the politically sensitive 
problems involved in how to reduce the paperwork burden 
placed by the Federal Government on State and local govern- 
ments and the public in its quest for information from them. 
The Commission was formally organized in October 1975 and 
given a two year life span to develop recommendations and 
report them to the Congress and the President. In a keynote 
address before the annual conference of the Association of 
Records Managers and Administrators in Houston last Oc- 
tober, Congressman Frank Horton (New York), Chairman of 
the Commission on Federal Paperwork, discussed the Commis- 
sion’s final report. 


“The Records Management Marketeer vs. 
the Office Equipment Salesman” 
By Charles F. O’Brien, Jr. 


Before a records manager can make a meaningful proposal 
concerning his company’s records management systems, he 
must examine all possible information resources, including 
equipment salesmen and manufacturing representatives. A 
misunderstanding of the services provided by these salesmen 
and representatives has caused many records managers to 
avoid them in fear of being “product” influenced rather than 
system satisfied. This article attempts to clarify the role played 
by these resources. 


January 
1978 


“Corporate Wisdom and the Records Manager” April 
By Tim A. Erskine 1978 


Records and information systems, why the bother? This article 
attempts to explain the importance of a total information 
system concept, how it affects the level of wisdom in the 
organization and considerations for establishing a comprehen- 
sive records and information system program. 


“An Organizational Model for an Information 
Planning/ Decision System for 
Colleges and Universities” 

By Dr. Ronald C. Braswell 


This article presents a framework for an information producing 
system to meet the needs of a college or university. The nature 
of decisions, the evolution of information systems, the tradi- 
tional approaches to information system design, and a suggest- 
ed information system design and organizational model are 
discussed. 


April 
1978 


“Records Management—What Is It?” July 
By Denis Deslongchamps, CRM 1978 


A clear understanding of a discipline is necessary before one can 
successfully apply its principles. Records Management, one of 
the key disciplines in the field of information management and 
control, is no exception. It has evolved from the basic concept of 
retention and maintenance to an overall information process- 
ing concept. The author offers his theories on the meaning of 
records management and the challenges it presents. 


“Techniques for Conducting Records 
Management Surveys” 


By Gerard J. Kane, CRM 


The key to the effective implementation of a records manage- 
ment program is the records survey. This article presents an 
extremely valuable analysis of records management survey 
techniques as well as meaningful suggestions on the dos and 
don’ts of undertaking such an effort. 


July 
1978 


“Criminal History Records” July 

By Helen S. Lessin 1978 
Over the past number of years there has been much debate 
concerning how criminal history records should be maintained 
and disseminated. The substantial growth in the number and 
size of criminal justice information systems with their greater 
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capacity to gather, store, process, and transmit criminal justice 
information has serious consequences for those who come into 
contact with the criminal justice system. This article considers 
such consequences and the factors that must be given careful 
attention. 


“Management in Information— 
An Interdisciplinary Approach” 
By William Benedon, CRM 


Records Management has become one of the principal dis- 
ciplines involved in the management of information. But like 
the other disciplines—computer technology—micrographics—li- 
brary sciences—it cannot succeed in isolation. Proper manage- 
ment of information requires a carefully coordinated effort 
which best utilizes the skills of each of these disciplines. 


October 
1978 


“The Records Management Professional— 
Out of the File Room 
Into the Executive Suite” 

By H. Russell Gureasko, CRM 


This article examines the problems confronting records man- 
agers today in their efforts to attract top management's 
attention and offers some key guidelines for obtaining success- 
ful results. 


October 
1978 


“The ABC D E’s of Cost Effective 
Records Management” 
By Lincoln E. Clark, CRM 


Records Management is a field of endeavor that abounds with 
doing, you run fast to stand still, problems arise daily, the 
tempo is growing and indications are that the future will 
present challenges to all records managers in the high volumes 
of records, not foreseen in the past. Records managers or 
persons designated to manage this predicted volume and mass 
of information, must reflect now and assure a firm foundation 
to build on, or from which they can stand on in the future. 
“Complacency and living in the past is not for the records of the 
future.” 


October 
1978 


“Records Development Through January 
Organization Development” 1979 
By Peter M. McLellan, CRM and Anton C. Gustin 


This feature condenses a two-year project of the Seattle Police 
Department that was funded in part by a one-year Law 
Enforcement Assistance Administration Grant, No. 1680. The 
experience these two authors present should encourage other 
police administrators to embark on equally carefully planned, 
limited excursions into professionally guided organization de- 
velopment projects. 


“Manifold Methods of Records Management” January 
By John Shirn, CRM 1979 


Decisions regarding the selection of filing equipment must be 
based upon careful evaluation of needs and equipment cost and 
capabilities. The author presents his concept of “Decision 
Charts” and the role they play in equipment selection as well as 
in other facets of records management. 


“Records Management and the Management 
of the Organization” 
By Mildred D. Grissom, CRM 


This article examines the relationship of records management 
to significant management processes—planning, organizing, 
controlling, and communicating. The various elements of 
records management are considered and defined in terms of 
their role in meeting management’s objectives. The author also 
comments on the impact of various Federal Government 
studies in paperwork. 


April 
1979 


“The Records Management Problem: Living 
Records—Dead Management” 

By Ira A. Penn, CRM 
A very valuable critique of short-cut techniques for managing 
records and the misconceptions that have evolved as the result 
of these techniques. The author offers some excellent sugges- 
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tions as to how one can improve his or her effectiveness in 
organizing meaningful records management programs. 


“An Historical Overview—Records Management 
at the Metropolitan Police Department” 
By Kathryn C. Hogan 


Complete programs to manage records do not arrive full blown 
on day one. Here is an overview of the 100-year evolution of a 
successful program developed by a major police department for 
managing its records, well illustrated to show the unique types 
of records with which such organizations are concerned. 


July 
1979 


“Records—Public or Private?” July 
By Kathryn M. Greene 1979 


Who owns the records of public and private officials? To whom 
are records available or closed? Recent efforts attempt to 
answer these questions. The author discusses some of these 
efforts and how they have impacted on the ownership and 
availability of important documents. 


“The Case for Records Management” July 
By Lincoln E. Clark, CRM 1979 


Records management has its “day in court” as the learned 
records manager presents his case justifying the position of 
records management in regulating the information flow in 
business, industry and government. The case is heard, a 
decision is rendered, and the court offers some meaningul 
advice to records managers for achieving program success. 


October 
1979 


“Random Image Processing— 
An Idea Whose Time Has Come” 
By Richard A. Kaimann 


This article demonstrates the effective use of an interdisciplin- 
ary approach to problem solving. In this instance data and 
image processing (micrographics) are combined to produce a 
valuable retrieval system for real estate information. In addi- 
tion to describing the problem and potential solution to 
retrieving such data, the author offers economic justification 
for his approach. 


“The Records Management Specialist 
in the Office of the Future” 
By R. A. Gehmlich 


In order to maintain professional status in the field of informa- 
tion management, the records manager must be aware of the 
new technologies that are invading the office environment. If 
prepared, he or she can play a key role in the dramatic changes 
that are taking place. 


January 
1980 


“Records Management for 
a Nuclear Project” 
By Theresa O. Humason 


The management of information and data related to nuclear 
power facilities has created the need for a special expertise on 
the part of the records administrator. Complex documentation 
and long term requirements present unique problems in the 
control, storage and retrieval systems used. The author pre- 
sents a case study on how Westinghouse Hanford Company 
approached the subject. 


January 
1980 


“Litigation Management” January 
By Harvey F. Feinman 1980 


The litigation process can have a significant effect on an 
organization. A noted systems consultant reviews the various 
factors associated with litigation information management, 
and in doing so clearly demonstrates the contributions that the 
records administrator can make in the collection and control of 
needed documentaion. 


“Police Records Managers or Mendicants” 
By Anton C. Gustin and 
Peter M. McLellan, CRM 


This article presents a candid and meaningful critique of the 
typical police records manager. In far too many instances, 
however, the general leader may substitute either himself or his 
own records manager for the police records manager. The 


January 
1980 
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problem described, while concerned with “sworn” vs. “civilian,” 
may equally apply to other attitudes in both government and 
industry. 


“Management Information Systems— 
A Total Approach” 
By Robert P. Morin, CRM 


This article describes a different approach to the design and 
implementation of Management Information Systems which 
has proven successful in government and business. The ap- 
proach stresses the need for analysis of clerical systems in the 
design stages. Cost effectiveness is illustrated by efficient use of 
all information technologies such as micrographics, word pro- 
cessing, forms design, data processing and library resources. 


April 
1980 


April 
1980 


“The Corporate Information System as a 
Synergism” 
By Joseph Lloyd Wright 


The corporate information system . . . How has it evolved 
historically? What is its status today? What should it strive to 
be in the future? Will it ever achieve maturity? What is 
maturity? These questions are considered by the author as he 
discusses the eventual role of information as a key resource in 
business management 


“Records Manager—A Job for the Future” April 
By Ira A. Penn, CRM 1980 


An amusing yet meaningful review of the records manager’s 
current situation. The author suggests a new and greatly 
expanded role for the records manager in the 80’s. 


“Managing Information as a Resource” July 


By Robert C. Woodall, CRM 1980 


The management of information must be given equal attention 
with the resources that are needed to properly operate a 
business enterprise whether it be in the government or private 
sector. Along with personnel, materials and facilities, informa- 
tion is needed to successfully obtain efficient and profitable 
results. The author explores methods for properly managing 
information utilizing traditional and new approaches in the 
field. 


“Recordless Society? 
Another Information Age Myth” 
By Forest Woody Horton 


An examination of the “Information Age” by a leading expo- 
nent of meaningful management of government records and 
information. The author, one of the principal task force leaders 
in the recent study by the Commission on Federal Paperwork, 
offers some practical concepts of records handling in the future. 


July 
1980 


“Programmable Calculators: 
A Powerful Tool for Records Managers” 
By Bob Thomas N. Johnston 


This article illustrates the use and simplicity of a new powerful 
tool to assist records managers in the decision making process. 
It uses three typical records management problem situations to 
show how quantitative management techniques, simplified by 
the power of new programmable calculators, can be used to 
make better, more cost effective decisions. The use of a 
“turnkey” programming system for word processing studies is 
also highlighted and reference information for further study is 
also provided. 


“Managing a Paperwork System” 
By Mary Baumgardner, CRM and 
Elizabeth A. Goodrich, Ph.D., CPS 


This article presents a Training and Improvement Program 
that could be used by any company for its in-service develop- 
ment. The concept for the program evolved from the study of 
an ongoing program in a large company in the Midwest. The 
Records Manager is challenged to provide a paperwork system 
program that is continuous and, at the same time, meets the 
requirements of constant change. 


July 
1980 


October 
1980 
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October 
1980 


“Hiring an Information and Records 
Management Consultant” 

By William J. Gray, CRM 
This article may well be titled “What Every Good Records 
Manager Should Know About Hiring an Information and 
Records Management Consultant and Didn’t Know Who to 
Ask.” It presents a valuable examination of the factors that 
must be considered in determining whether or not a consultant 
should be used, how to select a consultant (and there are many 
different types), fee structures, and evaluating results. 


October 
1980 


“Records Management at Athabasca University 
and the University of Alberta” 
By Kirk N. Lambrecht 


The exact functions included in records management program 
may vary between institutions. Records Management is usual- 
ly held to include such functions as records retention and 
disposition, active filing systems, forms control, and microfilm, 
among others. A comparison and analysis of these functions at 
two of Alberta’s four universities shows that the university 
records management programs are each a unique blend of past 
development and potential for future growth. 


“Will the Real Records Management 
Stand Up?” 
By Ira A. Penn, CRM 

Devil’s advocate? Clairvoyant? A thought provoking evalua- 
tion of the concept of records management—its nast role and 
what opportunities it presents in the future. The author 
presents his views of the problems inhibiting the full applica- 
tion of records management and offers some meaningful solu- 
tions to these problems. 


July 
1981 


“Automating Federal Offices: 
The (Tidal) Wave of the Future” 
By Ira A. Penn, CRM 


The “Bureau of Efficiency”—a thing of the past or a needed 
concept for the future? What is the answer to the automated 
needs of the future? The author of this article examines what 
has happened in the past and what is not happening today to 
effectively manage and contro] the automated Federal office. 


January 
1982 


“Information Management at the Crossroads” April 
By Col. (Ret.) Leonard S. Lee, CRM 1982 


Although the title may be slightly over-dramatic, the message 
they are intended to convey is nonetheless appropriate and 
valid. The battlefield will be the office—and combat will pit 
management, led by astute, knowledgeable records adminis- 
trators against “forces of evil,” represented by their mentors— 
increasingly more complex/voluminous information handling 
and management problems. Our weapons will be up-to-date 
technology, equipment, techniques and procedures, reinforced 
by proven, basic records management principles and practices. 

The purpose of this article is to discuss causes/origins of the 
struggle, ramifications of the problems and strategies/tools 
that can be utilized to overcome difficulties. Armed with such 
information readers can clarify their own thinking and decide 
on the approach they wish to follow. The choice is varied, be it 
as an active, dynamic leader, apathetic acceptor, or total 
rejector of change. Whatever the decision, at least they will be 
aware of the alternatives and in a better position to plan their 
future now and in the years ahead. 


“Publications Management 
or Publications Unmanaged?” 
By June Malina 


Several neglected operations increase the cost of office publica- 
tions enormously, yet they never show up in budgets. This 
author proposes a program and provides guidance for Records 
Managers to manage their organizations’ publications more 
cost-effectively. 


April 
1982 


“The Information Revolution in 
Historical Perspective” 


By James W. Oberly, Ph.D. 


October 
1982 
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Over the past decade, increasing numbers of experts have 
informed us that we are experiencing an “Information Revolu- 
tion.” The features of this revolution are still unclear. We don’t 
know the identity of the revolutionaries and have no idea why 
they are in revolt. The only battle cry to emerge is “More 
Productivity,” a slogan not calculated to motivate anyone to 
storm the Bastille. It seems useful to step back and carefully 
examine what, if anything, is revolutionary in information 
management. The best way to accomplish this is to look to the 
past for guidance on how a revolution unfolds. 


“Records Management—What” October 
By Charles Schiell, CRM 1982 


“PROLOGUE”--“We, Records Managers, are performing in 
hazardous times—a new era where the stakes are higher, and 
‘Surprise’ is the by-word. The quest for immediacy of informa- 
tion obviously requires us to have quicker reaction times and to 
take bigger risks. We are engaged in an age where Records 
Managers with their Records Management Systems and its 
understanding—well managed, can make the difference be- 
tween success or failure.” 


“The Records Keeping System in a October 
Major Health Care Facility” 1982 
By Donald G. E. Ross, C.C.H.R.A. (A) 


This paper was prepared as part of the course requirements for 
the Records Systems Administration Home Study Course 
offered through California State University-Los Angeles. It 
provides an excellent case study on the administration and 
management of hospital records. 


“Integrating Technologies = January 
Integrating Disciplines?” 1983 
By Dr. Jake Knoppers 


How will integrating technologies for the management of all 
forms of information affect the various information disciplines? 
Archivists, records managers, librarians, EDP managers and 
the like all claim “information manager” as their new (or 
future) title and role. What are the similarities and differences 
between these disciplines? Will each take a combative or 
cooperative approach to information management? What is 
the view of senior management? This article examines these 
questions and offers some possible solutions. 


“A Librarian’s Perspective on 
Records Management” 
By Jane Cargill 

To most librarians, the term “Records Management” means 
nothing, or perhaps (to special librarians, who work for compa- 
nies or organizations boasting quasi-corporate structures), it 
means the process of shelving and retrieving files. Today, for 
varied reasons, more and more librarians are discovering that 
records management is a complex and exciting field; and many 
of thuse who become involved in it are becoming addicted to the 
challenges it provides. This article is intended to give you an 
idea of how the potential addict becomes enamored of records 
management, and to describe the sorts of experiences that may 
introduce him to the field. All the incidents described in this 
paper were actually experienced by the author, though not 
necessarily in this sequence, or within one specific company. 
The names of the companies involved have been changed—to 
protect the innocent, and the author! 


January 
1983 


“Understanding the Life Cycle Concept July 

of Records Management” 1983 
By Ira A. Penn, CRM 

In his typical, down-to-earth manner, the author explains the 

intricacy and simplicity of the life cycle concept in clear, easily 

understood terms. Included in the explanation is a thought- 

provoking analysis of the records management/information 

management controversy. 

“Uniformity Through Flexibility: July 

A Key to an Effective Records Program” 1983 
By Dennis Morgan 


The author discusses the criteria that is needed during the 
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planning and implementation phases of an effective records 
program. The key to his formula is “flexibility,” and he provides 
a step by step approach to meeting program requirements. 


“Filing and Records Management for the July 
Small Business: An Overview” 1983 


By Ann Bennick, Ph.D., CRM 


The purpose of this paper is twofold: first, to convince the 
individual responsible for the operation of a small business or 
organization of the need for sound records and information 
management practices. Secondly, its purpose is to present, in 
non-technical language, some basic records management prac- 
tices and procedures that can easily be implemented in a small 
business or organization. 


“So—You Want to Do an Inventory!” July 

By Jean K. Crary 1983 
Practical guides are always useful. The author provides a 
meaningful examination of the records inventory process, 
basing her presentation on personal involvement and not 
“theory.” The inventory process is discussed and formats 
offered for application. 


“The New Challenges for Canadian October 

Records Managers” 1983 
By D. A. Hyattenrauch 

A review of the status of records legislation in Canada and the 

problems confronting Canadian records managers in resolving 

retention requirements. 


“Cooperation in Information Management” January 

By Donald F. Evans, CRM 1984 
An examination of the role of the records manager in today’s 
information control environment. The author draws upon the 
comments of practitioners to raise important questions about 
this role, present and future. 


“Problems and Solutions in April 
Records Management” 1984 
By Kathryn Gould Cullivan 


An administrative assistant and records manager for a mid- 
west law firm, the author found that procedures based upon the 
principles of Records Management gave her firm a greater 
control over the movement of files within the office. In this 
article, she offers some straightforward exampls of the basic 
elements of a Records Management Program and shows how 
these elements can solve some of the filing problems which, 
based upon a survey she conducted, were common in the law 
firms in her area. 
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“State of California Fifteenth Annual Progress January 
Report on Records Management (1975-1976)” 1978 


“Records Management and Business Involvement April 
with Local Government (Allegheny County, PA)” 1978 


October 
1978 


“Will the Bureaucratic Mind Set Change 
or Will It Be Changed?” 
By Congressman Frank Horton (New York) 


October 
1978 


“Records Management and the Federal 
Paperwork Commission” 


By Dr. James B. Rhoads 


“Recent Records Management Legislation in 
the United States” 
By Dr. James E. O’Neill 


“The Importance of Preliminary Inventories 

as a Secondary Reference Mechanism in 

Small Repositories” (Jackson County, Mo.) 
By Gary D. Bond 


January 
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“Dr. Rhoads Reorganizes Records Management 
Office/ NARS” 


“Information Management: The NARS 
Perspective” 
By Dr. James E. O’Neill 


“Records Management and The 
New York State Assembly” 
By Karl E. Felsen 


“The United States Army Intelligence 
and Security Command Records 
Management Program” 

By William A. Walker 


“The International Monetary Fund’s 
Records Program” 
By Ricardo V. Diaz 


“The Records of the U.S. Nuclear 
Regulatory Commission” 
By Alfred E. Warren 


“TVA Utilizes COM for Management 
and Engineering Data Systems” 
By Cheryl T. Lamb 


“The Accessibility of Records in the 
Smithsonian Institution” 
By Bettie McNamara Fretz 


“The Problems of Police Records” October 
By Micki Ellis 1981 


One of the major problems in the development of municipal 
government records retention programs is the matter of police 
records. This article covers the various aspects of such records 
analysis and the myriad of laws and regulations that govern 
their scheduling. An excellent overview for records administra- 
tors involved with local government records programs. 


October 
1979 


January 
1980 


April 
1980 


July 
1980 


October 
1980 


January 
1981 


April 
1981 


July 
1981 


“GAO’s View of Information Resources 
Management” 
By William J. Anderson 


“The Use of Tape Recordings by City 
Governments—Practices and Implications” 


By Michael F. Kohl 


“Records Management Legislation— 
Rhode Island” 


“Confidentiality of Records and Access: 
A Survey of State and Archival! Institutions” 
By Kathy Roe Coker 


“Municipal Ordinance for Records Mana~=ment” 
City of Irving, Texas 


January 
1982 


April 
1982 


April 
1982 


July 
1982 


July 
1982 


October 
1982 


October 
1982 


October 
1982 


“Police Records Management” 
By A. C. Gustin and Pauline Lopez 


“Word Processing in the Clerk’s Office” 
By June H. Boglioli 


“Use of an Optical Character Reader 
in a Word Processing Installation” 
By William Alexander, Jr. 


“Records Managers Victorious in Vietnam” 
By Thomas A. Trudeau 


“Important Records at the 
Department of Energy” 


January 
1983 
April 
1983 





“CAR Solves Seattle Parking Problems” 
By Carol Rohweder Pederson 


“Library of Congress: 
Optical Disk Pilot Study” 


“Managing Municipal Tape Recordings: 
Recommendations and Procedures” 


By Michael F. Kohl 


The City of Milwaukee Archival Sound Recordings Project 
developed general recommendations about what to do with the 
thousands of tape recordings created by municipal govern- 
ments, and in particular, the City of Milwaukee. This project 
addressed the widespread problem of the increasing use of tape 
recordings by city governments and the common lack of policies 
for their creation, preservation, and disposition. With funding 
from the National Historical Publications and Records Com- 
mission and the cooperation of state and city agencies, the 
Archival Sound Recordings Project initiated a viable program 
for the efficient creation, management, and preservation of tape 
recordings in Milwaukee. This article will discuss the applica- 
tion of general appraisal criteria, supply and equipment stan- 
dards, and program elements which can be used as guidelines by 
local governments throughout the United States. 


July 
1983 


July 
1983 


October 
1983 
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“Empty Communications Is All Write” January 
By Patricia Ann Nicol 1967 


“Next to doing things that deserve to be written, nothing gets a 
man more credit, or gives him more pleasure than to write 
things that deserve to be read.”—Lord Chesterfield. 


“Reports Control—No Longer an Enigma” July 
By David D. Field, CRM 1968 


Reports control is one of the most fertile areas for cost savings 
in records management. This case study details how one 
company successfully manages its manually prepared reports. 


“Reports Control: Semantic Approaches and 
Behavioral Implications” 


By Dr. Morris Philip Wolf 


Records managers are keenly aware of the need for consistently 
monitoring business reports to expedite the communication 
flow. This author, whose specialty is business communications, 
advocates semantic persuasion for gaining better acceptance of 
reports control procedures. An adaptable ten-step program is 
described. 


January 
1974 


“A Sound Reports Program” October 
By August F. Reussow 1974 


Reports control is one of the most productive cost savers in 
records management. The planning behind this reports control 
program developed by a government agency and the cost 
factors that make it worthwhile are clearly presented in this 
article. 


“Reports Control and Evaluation” July 
By Chuck Schiell, CRM 1978 


One of the most effective cost control techniques in records 
management is the organized regulation of reports generation 
and distribution. The development of a reports control program 
and guidelines for its continued maintenance are covered by 
this article. Criteria for proper reports analysis are explained 
through the presentation of reporting forms and registers. 


“Establishing a Reports Management Program” October 
By Gail Blount 1980 


The idea of controlling or managing a company’s reports, both 
in computer-generated format and in manual format, is one of 
the most innovative and progressive concepts in the realm of 
information management today. Most modern organizations 
enjoy a records management program of one sort or another, 
and many have implemented forms management programs in 
an effort to control the growth of company forms; but to date, 
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only a progressive few recognize the value of an active reports 
management program especially in conjunction with existing 
records and forms management programs. 


“Organizing a Reports Program 
in a Large Company” 
By Kenneth V. Hayes 


The first in a series of six articles covering the installation and 
management of a reports program. Part I evaluates the need for 
such a program and the steps taken in developing the proper 
organizational structure and identifying responsibilities. Sub- 
sequent articles will cover Creating a Reports Catalog or 
Inventory; Procedures for Analyzing Reports; Documenting 
the Results from a Reports Program; Developing a Standard 
Practice or Procedure on a Reports Program; and Improve- 
ment of Reports and Implications for Information Manage- 
ment. 


October 
1982 


“Creating a Reports Catalog or Inventory” January 
By Kenneth V. Hayes 1983 


The second in a series of six articles covering the installation 
and management of a reports program. Part I evaluated the 
need for such a program and the steps to be taken in developing 
the proper organizational structure and identifying responsi- 
bilities. This part covers the steps involved in establishing a 
Reports Catalog or Inventory. Subsequent articles will address 
Procedures for Analyzing Reports; Documenting the Results 
from a Reports Program; Developing a Standard Practice or 
Procedure on a Reports Program; and Improvement of Reports 
and Implications for Information Management. 


“Staffing a Reports Improvement Program” April 
By Kenneth V. Hayes 1983 


The third in a series of articles covering the installation and 
management of a reports program and the management of 
information. Part I evaluated the need for such a program and 
the steps to be taken in developing the proper organizational 
structure and identifying responsibilities. Part II covered the 
steps involved in establishing a Reports Catalog of Inventory. 
Subsequent articles will address Procedures for Analyzing 
Reports; Documenting the Results from a Reports Program; 
Developing a Standard Practice or Procedure on a Reports 
Program; and Improvement of Reports and Implications for 
Information Management. 


“Procedures for Analyzing Reports 
Part I—-The Quantitative Approach” 
By Kenneth V. Hayes 


The fourth in a series of articles covering the installation and 
management of a reports program and the management of 
information. Part I evaluated the need for such a program and 
the steps to be taken in developing the proper organizational 
structure and identifying responsibilities. Part II covered the 
steps involved in establishing a Reports Catalog of Inventory 
and Part III, Staffing a Reports Improvement Program. Sub- 
sequent articles will address Document:ng the Results from a 
Reports Program; Developing a Standard Practice or Pro- 
cedure on a Reports Program; and Improvement of Reports 
and Implications for Information Management. 


July 
1983 


October 
1983 


“Procedures for Analyzing Reports 
Part I1—The Qualitative Approach” 
By Kenneth V. Hayes 


The fifth in a series of articles covering the installation and 
management of a reports program and the management of 
information. Part I evaluated the need for such a program and 
the steps to be taken in developing the proper organizational 
structure and identifying responsibilities. Part II covered the 
steps involved in establishing a Reports Catalog of Inventory 
and Part III, Staffing a Reports Improvement Program. This is 
the second part of a two-part feature on analyzing reports. The 
July issue covered the quantitative approach. Subsequent 
articles will address Documenting the Results from a Reports 
Program; Developing a Standard Practice or Procedure on a 
Reports Program; and Improvement of Reports and Implica- 
tions for Information Management. 
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“Documenting the Results frora 
A Reports Improvement Program” 
By Kenneth V. Hayes 


The sixth in a series of articles covering the installation and 
management of a reports program and the management of 
information. Part I evaluated the need for such a program and 
the steps to be taken in developing the proper organizational 
structure and identifying responsibilities. Part II covered the 
steps involved in establishing a Reports Catalog of Inventory 
and Part III, Staffing a Reports Improvement Program. A 
two-part feature covered analyzing reports, the quantitative 
and qualitative approach. Subsequent articles will address 
Developing a Standard Practice or Procedure on a Reports 
Program and Improvement of Reports and Implications for 
Information Management. 


January 
1984 


“Developing a Standard Practice or 
Procedure on a Reports Program” 
By Kenneth V. Hayes 


The seventh in a series of articles covering the installation and 
management of a reports program and the management of 
information. Part I evaluated the need for such a program and 
the steps to be taken in developing the proper organizational 
structure and identifying responsibilities. Part II covered the 
steps involved in establishing a Reports Catalog of Inventory 
and Part III, Staffing a Reports Improvement Program. A 
two-part feature covering reports analysis, the quantitative 
and qualitative approach followed. Part VI reviewed steps 
involved in documenting the results from a reports improve- 
ment program. The series concludes next issve with “Improve- 
ment of Reports and Implications for Information Manage- 
ment.” 


April 
1984 
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“Appraising Records with Joint 
Federal-Industry Interests” 

By William Rofes, CRM 
The problems of records appraisa! and retention scheduling are 
aptly delineated by this timely analysis of the interests of the 
federal government in the records of private industry. 


January 
1967 


“Records Inventory and Scheduling” April 

By Clarence A. Dockens 1968 
As told by Mr. Dockens, the Philadelphia Story in records 
management is a prime example of how good legislation, 


departmental support and capable staff can solve a city’s 
records management problems. 


“A Way Towards Effective Records 
Management” 

By Emil Sulentic 
Business activities today are greatly aided by paper mecha 
nization, high speed duplication and special recording tech- 


niques. This case study demonstrates how an effective records 
program can assure the proper utilization of these tools. 


October 
1968 


October 
1968 


“A Case Study: Retention Scheduling at the 
University of Washington” 

By Harry N. Fujita, CRM 
This case study on the development of retention schedules 
presented by the records manager for one of our leading 
institutions of higher learning provides a valuable guide for 
other educationa! organizations. 


“A Retention Program for Insurance Records” July 

By Gordon W. Lagerstrom 1970 
Records retention for an insurance company poses many 
unique problems. Organizing such a program and providing for 
its continuing maintenance in a computer-oriented environ- 
ment are detailed in this article. 


“The Los Angeles Story—A Case Study in 


July 
Records Administration” 


1971 
& 
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By Stanley B. Gordon, CRM 


This article presents an organized approach to the planning 
and implementation of a records program for city government. 
It offers a logical concept and suggests valuable legislation and 
formats. 


“1.R.S. Looks at Machine Sensible Records” 
By Henry E. Bogusiewicz 
and Donald J. Stadfield 


Proper development and maintenance of records retention 
schedules requires an understanding of the application of 
Internal Revenue regulations to automatic data processing 
systems. In this paper, staff representatives from the Service 
offer their interpretations of these regulations and provide 
guidelines for determining the adequacy of records maintained 
within an automatic data processing system. Internal Revenue 
Code regulations and rulings pertaining to ADP machine 
sensible records are also presented. 


April 
1972 


“Records Retirement: Retention, 
Scheduling and Storage” 
By John Andreassen, CRM 


This is a review of the fundamental concepts of records 
management, with emphasis on records retirement problems 
The basic elements of a records program are illustrated through 
discussion of the development of the Canadian National 
Railway Records System. 


July 
1972 


“Inventorying and Scheduling Records” April 
By John W. Gross 1973 


This article supports the position that a records inventory is 
essential to the proper evaluation of records for retention 
purposes. The author discusses how to inventory and details 
the benefits to be gained from a properly conducted inventory. 


“Quality Assurance Records for Nuclear 
Power Plants” 
By Spalding Norris 

Organizations dealing with a federal commission must observe 
the commission’s regulations in addition to regular state and 
federal statutes. This article reviews some of the records 
problems involved in dealing with the Atomic Energy Commis- 
sion and presents a systems approach for overcoming them. 


“Records Retention—Keep the User in Mind” October 
By Alfred F. Mansbach 1974 


The best records program is one that keeps abreast of changes 
and revises procedures frequently to assure continued under- 
standing and application of retention schedules. This includes 
revision of retention schedules and manuals. 


“The Development of a Decision Model for the 
Retention of Records Pertinent to 
Product Liability Defense” 

By Roy L. Gover 


The retention of product liability related records is critical to a 
proper defense in the event of a lawsuit brought against a 
company because of the malfunction of its product. This article 
examines the various aspects of the product liability law and 
the role records management must play in meeting its require- 
ments. A decision model is developed and demonstrated that 
has application to other areas of records retention. The article 
is presented in two parts to allow adequate coverage of the 
materials involved. 


“The Development of a Decision Model for the 
Retention of Records Pertinent to 
Product Liability Defense” 

By Roy L. Gover 
This is Part II of an article examining the various aspects of the 
product liability law and the role records management must 
play in meeting its requirements. Part I, presented in the July 
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July 
1973 


July 
1975 


October 
1975 





°75 RMQ covered an introduction to the regulations and 
records involved. Part II discusses the costs of maintaining 
such records and the development of a decision model for 
retaining the required documentation. 


“To File, Retain or Roundfile” April 
By Alfred F. Mansbach 1976 


For those who are just starting in the records management field 
and interested in setting up meaningful retention schedules, 
here is a twenty point guide to follow. They may not answer ail 
of your questions, but they will certainly set you on a well 
directed course. 


“Payroll—Personnel Records” July 
By Robert B. Austin, CRM 1976 


Personnel records are of concern to all records managers 
regardless of the size or type of business with which he is 
involved. The records manager, if he is to properly handle such 
important documentation, must become involved in their 
format, content, use, and retention. This article considers each 
of these elements and presents a well defined program for 
efficient and effective payroll-personnel records management. 


“Appraisal Check Lists: Tools for the October 
Records Manager” 1976 
By Ronald E. Raven 


Proper appraisal of records is an essential part of records 
retention schedule development. This article covers the ele- 
ments that are involved in this phase of records management 
and provides a very valuable concept, the appraisal check sheet, 
for the records manager’s use. 


“Battlefield Records Retirement” October 
By Lt. Col. Richard S. Christian, USAR,CRM 1977 


Army Regulations provide instructions for the maintenance 
and disposition of all Army records. The author outlines the 
interface of the Army requirements to protect and retrieve 
records with the actual United States field conditions in 
Thailand. Certain problems in the records system are described 
and lessons pointed out. These comments represent the views of 
the author and in no way reflect an official position of the 
United States Army or any other Federal Agency. 


“Legal Considerations in 
Records Management” 


By John M. Murray 


The final determination of legal retention requirements for 
company records must be made by consultat*on with legal 
counsel. The author, a practicing attorney in New York State, 
reviews some of the legal factors that must be taken into 
account by the records manager as he prepares retention 
schedules. While based primarily on New York statutes, the 
materials discussed provide a valuable guideline for items to be 
checked in any jurisdiction. 


January 
1978 


“A Profile for Developing a Records 
Retention Program” 
By Mary Lou Oliva, CRM 


The long term effectiveness of a records retention program is 
dependent upon the manner in which the program is initially 
introduced and the completeness of the records inventory 
undertaken. This article discusses these factors and offers some 
valuable guidelines for those involved in initiating or reviewing 
retention practices. 


April 
1978 


“A Combat Manual for Performing 
a Records Inventory” 
By Anne Morddel 


We all know that a records inventory is a necessary beginning 
to any effective records management program, and that the 
advantages of an inventory include obtaining knowledge of the 
company’s records, record keeping practices, and of much of its 
history. Additionally, there is the voyeuristic pleasure of 
discovering the skeletons in the company’s closet. Another 
advantage, less often mentioned in the textbooks, is that of 
meeting nearly all of the employees in a small company, or at 


October 
1983 
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least all of the supervisors, in a large company. The value of this 
quick education in the company’s politics cannot be overes- 
timated. Much as you want to avoid involvement in politics, 
you should understand how they affect the work of others in 
the company. 





VITAL RECORDS 





“A Program for Security Records” January 


By John H. Schul 1967 


Assuring the continuing protection of vital company data 
against loss from disaster is a key responsibility of the records 
manager. Some useful guidelines for a vital records program are 
suggested by this author. 


“What Some Banks Did About Their Vital 
Records Program” 
By Frederic J. Edmonds 


Banking institutions have been among the leading proponents 
of vital records protection. In this article, a leading authority 
on the subject discusses what New England banks are doing 
about emergency records programming. 


October 
1967 


“Vital Records Programming” October 
By George M. Derry, CRM 1967 


Industry and government have long recognized the need to 
protect vital documentation against both man-made and nat- 
ural disasters. This article considers some of the records 
protection techniques required to satisfy this need and provide 
for the orderly resumption or reestablishment of normal 
operation. 


“Information Insurance” April 


By John P. O’Brien 1969 


In this paper advocating a program of “information insurance” 
for business records, the author stresses the important first 
steps of a vital records program—understanding the organiza- 
tion’s records, making the decision as to which records are vital 
and reaching a conclusion on the degree of protection such 
records require. 


“Vital Records Protection” April 
By W. A. Hambelton 1969 


This paper presents a thorough analysis of the steps required to 
establish and implement a meaningful program of vital records 
protection. Special consideration is given to records classifica- 
tions and program requirements. 


“Don’t Make ‘Records’ a Game of Chance” April 
By Robert W. Moore 1970 


Natural disasters or acts of war have presented a potential 
threat to the security of utility companies’ vital records for 
some time. In recent years, a new hazard to utility operations 
and property has been brought about by the outbreak of serious 
civil disturbances. This article analyzes a contemporary rec- 
ords management system that recognizes the importance of 
vital records security. 


“Are Engineering Technical Notebooks a 
Vital Record?” 
By R. F. O’Neil 
Determining which records to protect in a vital records pro- 
gram is one of the most challenging items in records program- 
ming, particularly as it concerns technical data. A record 
category of importance to engineers is discussed in this article. 
“Earthquake!” July 
By William Benedon, CRM 1971 
This report by the editor of the Records Management Quarterly 
presents the results of a panel discussion of records managers in 


the Southern California area following the earthquake of 
February 9, 1971. 


“VARS! Establishing a Vital Alternate Storage 
Program for Local Government” 


January 
1971 


January 
1972 
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By Stanley Gordon, CRM 


Protection of records is a matter of concern at all levels of 
government. This paper provides excellent guidelines for set- 
ting up a protection program using alternate copies of vital 
records. 


“A Vital Records Retention Program” July 

By Denis Deslongchamps, CRM 1972 
To be protected adequately, vital information must be easily 
identified and well organized. In this article, the author defines 
vital records and presents a step-by-step approach to the 
development of a program for their protection. 


“Some Basic Elements of a 
Vital Records Program” 
By James D. Henn 


In this case study of a major company’s approach to vital 
records protection, the author reviews the basic elements of the 
program. Designation of vital records, the type and location of 
the depository, dispersal techniques and use of microforms are 
all discussed. 


July 
1974 


“Vital Records Protection—A Case Study” January 
By O. Crawford Jenkins, CRM 1976 


A company’s policy on vital records protection must be clearly 
defined and easily understood so that implementation of 
required procedures can be accomplished efficiently and eco- 
nomically. This case study of Plantation Pipe Line’s approach 
to the subject offers some valuable guidelines on how to succeed 
in this objective. 


“Vital Records in a Records Management 
Program—LEC” 
By Norman J. Weimar, CRM 


A vital records program cannot stand alone. To be most 
effective, it must be part of a totally integrated records 
management program. This wi!i assure a careful and meaning- 
ful analysis of all types of records and the utilization of the best 
methods of protection. This case study of the Lockheed 
Electronics Company (LEC) presents an exemple of such an 
integrated program. 


April 
1976 


“Flood Recovery Actions for Research Records” January 


By David Z. Keeier 1977 
It can happen, and it does! Hopefully, it won’t happen to you. 
Disasters occur and the records manager has the responsibility 
for the protection of his organization’s records. In this article a 
records manager shares his experiences with you—frustrations, 
cost and loss of vital records as a result of torrential rains. 


“A Vital Records Program 
to Insure Survival” 


By Gerard J. Kane, CRM 


The practicing records manager should study the step-by-step 
guidance provided here to develop a program to ensure survival 
of the Organization’s essential records from destructive disas- 
ters—be they natural fires and floods or man-made wars and 
sabotage. 


“Ink and Water: 
The Creation and Dissolution of Records” 
By Julia Niebuhr Eulenberg 


The successful recovery of water-damaged records depends as 
much on the quality of the materials used to create the original 
records as it does on the skills and knowledge of a well-trained 
records management staff. This article is intended to raise the 
consciousness of both records manager and originators. 


April 
1981 


January 
1982 


“Preserving Recorded Information” April 

By Howard P. Lowell 1982 
Every records system is susceptible to immediate and cata- 
strophic losses as a result of natural or man-caused disasters. 
This article suggests ways for records managers to prevent 
disasters from occurring, and to cope effectively when one does 
happen. 
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“Protecting the Business from Disaster” January 
By Richard C. Donaldson 1983 


A careful examination of the factors to be considered in the 
planning of a vital records program and the types of disasters 
that must be taken into account when undertaking such a 
program. The author also provides information on using rec- 
ords in evidence after a disaster. 





WORD PROCESSING 





“Word Processing—A New Concept for 
Records Managers” 

By Dr. L. Ruth Thomas, CRM 
Word Processing has become a recognized concept for the 
proper control and efficient handling of written communica- 
tions at the lowest possible cost. This article examines the 
applications of word processing, methods for evaluating its 
applications, and the conversion factors involved in its use. 


April 
1977 


April 
1976 


“Word Processing—Conducting the 
Feasibility Study” 
By Dr. L. Ruth Thomas, CRM 


Prior to making a decision regarding the application of any new 
system, a study is recommended to examine the need and 
method of implementation. This article covers such an ap- 
proach for word processing and includes helpful guidelines for 
measuring work requirements. 


“Word Processing-Information Management” April 
By Jim Adams, CRM 1978 


Word processing at CF Industries is a key administrative 
support function. All of the forms, reports, procedures and 
equipment and space configuration detailed in this paper were 
developed and implemented by CF people—a reflection of the 
cooperative spirit needed to make a concept work. An informa- 
tive and interesting case study for office administrators and 
records managers involved with or planning a word processing 
installation. 


“The Information Management Approach 
to Word Processing” 
By Eric Matt Stout 


A suggested project outline for word processing to assure 
compatibility with other members of the information team. 


January 
1979 


“Conducting a Word Processing 
Feasibility Study” 

By Leonard C. Senia 
Are more economical and efficient communications feasible for 
your office? Equipment costs can be reduced and office prac- 
tices improved by careful survey and analysis using records 
management study techniques reviewed in this article. 


October 
1980 


January 
1980 


“Records Management/ Word Processing— 
A Needed Team Effort” 
By Dr. Mark Langemo, CRM 


Records Management has had an ongoing partnership with 
technology and each such relationship has been successful. 
These partnerships have included microphotography and com- 
puter technology. The newest and most dramatic advance to 
capture the attention of the office environment has been the 
word processor. Once again records management shows its 
flexibility by combining its talents with the growth in informa- 
tion processing techniques. 


“Word Processing Isn’t Just for 
Words Anymore” 
By L. Ruth Thomas, Ph.D., CRM 


Word processing equipment versatility has improved dramati- 
cally. This brief review of the impact of word processing on the 


April 
1981 
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office environment also includes some new changes when 
considering systems cost and justifications. 


“Future Directions of the Modern Office” July 
By Mark Bovino 1981 


Word Processing has initiated many business and government 
offices into the practical applications of automation. It has 
brought the concept of productivity in office operations into 
clear focus. The growth of word processing, its many uses, and 
its impact on persor1e]l are discussed in this article. The 
converts to word processing as well as those that are still on the 
threshold of decision will find valuable justifications in its 
content. 


“The Human Relations Aspect of 
Word Processing” 


By Kathryn C. Hogan, CRM 


A very critical factor in the introduction of new technologies 
into the office is the impact it will have on personnel. The 
concerns of word processing operators as well as those manag- 
ing such activities are considered and possible approaches to 
assuring proper morale levels 


July 
1981 


October 
1982 


“Word Processing Interfaces With 
Other Technologies” 
By Don D. Bentley and Jan Duffy 


The thousands of word processors in place are a logical 
foundation for the introduction of automated office technolo- 
gies. This article reviews applications, various aspects of word 
processing communications, interface of word and data pro- 
cessing, optical character recognition, photocomposition and 
typesetting, intelligent copiers, telex and facsimile interfaces. 





SPECIAL STUDIES 





“A Capsule Glossary for 
Data Processing” 


April 
1967 
April 
1967 
July 
1967 
January 
1968 


“Admissibility of Videotape Copies of 
Documents in Evidence” 


“Records Management 
Glossary” 


“Recruiting, Training and Retaining 
Records Personnel” 


By Dr. David G. Goodman 


“The Role of Records Management 
in the College Curriculum” 
By Dr. James C. Bennett 


April 
1968 


“Teaching Records Management in the 
United States” 
(ARMA Committee on Professional Training 
and Standards) 


April 
1968 


“The Records Management Profession: 
A Profile Study” 
By Dr. Wilmer Maedke 


“Records Centers and Their Operations: 
Results of an ARMA Survey” 
By Dr. Wilmer Maedke 


“Practical Records Management” April 
By Leo Richman 1971 


Ten part series on all aspects of records management. Series ran 
through July 1973 issue. 


July 
1968 


October 
1969 


“The Records Management Profession: 
Status and Trends” 
By Dr. Wilmer Maedke 


“Records Retention Schedule Survey” 
(Milwaukee Chapter—ARMA) 


July 
1976 


January 
1978 
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“The ARMA Professional: Profile, January 
Problems, and Promise” 1979 
By Drs. John Watson, Ed Ryan, Roger Bloomquist 

and Mark Langemo, CRM 


“A Study of the Self-Concept, Personal Values, 
Job Involvement, Participation in Decision 
Making, Motivation, and Identification With 
the Organization of ARMA Members” 
By Drs. John Watson, Ed Ryan, Roger Bloomquist 
and Mark Langemo, CRM 


“Records Equipment/Supplies Survey” 
(Milwaukee Chapter—ARMA) 


“A History of Alphabetic Color Coding” 
By Donald Barber, CRM 


“Selection and Training of Records Personnel” 


{Milwaukee Chapter—ARMA) 


“Survey of Collegiate Schools Teaching 
Records Management” (Statistical Report) 


“Directory of Collegiate Schools January 

Teaching Records Management” 1981 
Project Directors: Dr. Helene L. Zimmerman, CRM, 
Chairperson, ARMA Education Committee and Dr. 
Mary F. Robek, CRM, President, ICRM 

Joint survey by the Institute of Certified Records Managers 


and the Association of Records Managers and Administrators, 
Inc. 


April 
1979 


October 
1979 


January 
1980 


October 
1980 


October 
1980 


“Career-Ladder Positions and 

Task Performance as Viewed by 

Records Management Professionals” 
By Patricia E. Wallace, Ed.D. 


This article highlights the findings of a major research study 
which surveyed ARMA members throughout the United States 
and Canada. The study focused on career-ladder positions and 
task performance at various employment levels of records 
management. The findings were interpreted by job category to 
yield information concerning entry-level, intermediate, and 
advanced job positions in the records management profession. 
The findings should be of particular interest to those charged 
with training and hiring records management personnel. 


“What’s in a Name?” October 

By Barbara A. Christensen, Ed.D. 1981 
This special feature represents an analysis of a portion of the 
data compiled from a survey of 67 selected companies located in 
12 selected cities throughout the United States. The data 
analyzed include the total numbers of employees in the com- 


October 
1981 





panies surveyed, the numbers of employees in the records 
functions of those companies, the titles of the supervisors of the 
respondents, the titles of the respondents, and the kinds of 
responsibilities/tasks that the respondents perform. Further 
analyses are planned by the author. 


“Responsibilities and Training 
of Records Employees” 
By Barbara A. Christensen, Ed.D. 


Part II of the analysis study started in the October 1981 issue. 


January 
1982 


“Your Micrographics Program” 
(Milwaukee Chapter—ARMA) 


“An Analysis of Active Storage Areas, 
Equipment and Supplies” 

By Barbara A. Christensen, Ed.D. 
Part III of the analysis study started in the October 1981 issue. 
“An Analysis of Active Storage Areas, 


Equipment and Supplies” 
By Barbara A. Christensen, Ed.D. 


Part IV—Continuation and conclusion of analysis study start- 
ed in the October 1981 issue. 


January 
1982 


April 
1982 


July 
1982 


“Records Disposition Practices” 
(Milwaukee Chapter—ARMA) 


“Forms Management Survey—Seattle 
First National Bank” 


“ARMA Standards Program—Job Description 
Guidelines” 


“Survey of Records and Information 
Retention and Disposal Practices” 
Institute of Certified Records Managers 
Council for Advanced Studies 


October 
1982 
April 
1983 
October 
1983 


October 
1983 


“The Use of Micrographics and Electronic 
Technology in Records Management: Status 
and Trends” 

By Andrea Rudnitsky, Ed.D. 


“Survey of Use of Integrated Technologies” 
By Drs. Kay F. Gow and Betty R. Ricks 


“Records Management Trends” 
(Milwaukee Chapter—ARMA) 


January 
1984 


January 
1984 


January 
1984 


“A Cumulative Index of Articles 
(Annotated)-Records Management Quarterly, 
January 1967-April 1984.” 


April 
1984 





SPECIAL NOTICE 





M.P.A. Associates, a management consulting 
firm, in cooperation with the Association of Rec- 
ords Managers and Administrators is conducting a 
survey of various governmental and business orga- 
nizations throughout Canada and the United 
States. 

A representative in each of the ARMA Chapters 
has been appointed to collect the name and address 
of the compensation or personnel person that will 
be answering the questionnaire. In order for this 





ARMA SALARY SURVEY 


survey to be beneficial to us as records managers we 
need the support of all ARMA members. Please 
contact your chapter representative or the com- 
mittee chairman Dorris Schneider, U.S. National 
Bank, P.O. Box 4412, Portland, OR 97208. (503) 
225-6570. 

The questionnaire will be going to press the 1st of 
April, and we have a deadline of September 1, 1984 
for the finished product. As you can see we need the 
information as soon as possible. 
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